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Key/Legend

The BADGE application and the manuals use various styles and icons. Below are the explanations.

Individual users may not have read or write privileges for every module; therefore, you may not be able
to add, edit, or delete certain information in BADGE.

BADGE Application

Style/Symbol

Meaning

| |= Calendar Screen Icon

In order to select a date, click the Calendar Screen Icon and select
the date.

j,__,‘,‘:j Printer Icon

In order to print a report or document, click the Printer Icon in the
Report Viewer screen.

*- W Yes Mo Unknown

Questions with an asterik (*) next
to it follow the legend above.

If the question’s response is “Yes”, check the associated checkbox.

If the question’s response is “No”, the associated checkbox needs to
be empty.

If the question’s response is “Unknown”, the associated check needs
to be blue.

r!, ~| Savelcon

In order to export and save a document, (i) click the Save Icon, and a
drop-down menu will appear, (ii) select the format for the document,
(iii) select the location of where you would like to save the
document, and (iv) click the Save button.

A scroll bar allows the user the move the window viewing area up,

Scroll Bar down, left, or right. The scroll bar can be vertical or horizontal and is
i commonly located on the far right or bottom of the window.
BADGE Manuals

Style/Symbol Meaning

Bolded Name of a function, key, button, or option.
) Press the Ctrl key and click the hyperlink in order to be transferred to
Hyperlink another document or a specific topic within the same document for
more information.

Italicized Name of a tab.

Notepad Bullet

Tips and notes provide additional information, exceptions, or special
circumstances that apply to a particular topic or area in BADGE.

% Reference Bullet

Refer to another page or resource for additional information.

Underlined and Italicized

Name of a screen.

Revised: 6/2017
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Adding a New Intake

To add a new intake:

Individual users
have different
access to
modules;
therefore, your
options under
the JTS Modules
drop-down
menu may look
different.

(i) Click the JTS Modules menu, (ii) select the CSU Intake option from the drop-down menu, and the

CSU Intake screen will appear.

. BADGE

File JTSSearch  JTS Modules:

Caseload Management
Clerk Access
Community Insight Reports

Gang Management System

Serious Incident Reporting

(i) Click the File menu, (ii) select the New Intake option from the drop-down menu, and the Select
Intake Case Category screen will appear.

New Intake

Delete Adult
Delete Juvenile
Close

Select Intake Case Category

You are logged into training. Do not enter production data.

a. Domestic Relations allows you to create the following:
i Custody Petitions
ii. Support Petitions
iii. Protective Orders
iv. Abortion Petitions
b. Juvenile Delinquent/Status allows you to create the following:
i.  Juvenile Intakes
ii. Court Summons
iii. Bench Warrants
c. Adult Criminal Intake

(i) Select the intake case category and (ii) click the Continue button.

Revised: 6/2017 1|Page



When creating a
new domestic
relations intake,
you must enter
the Petitioner's
Information
because all
related
domestic
relation actions
begin with the

BADGE Manual

Domestic Relations Intake

From the Domestic Relations Intake screen, you can create a new domestic relations intake, and file

custody petitions, support petitions, protective orders, and/or abortion orders.

o5 Domestic Relations Intake =]
rtake Case
Pettioniers Infomation
Unknown?  SSN | Name | View | [Clear
Respandernts Information
Unknown?  SSN | Name | View | [ Clear

Juverile’s Infomation
SN | Neme |
duvenie Number 0B Age (fears - Months)
Intake: Case Number (ICN): Will be assigned after saving

Cout District FIPS

Open: Date -~ Time Y] Close Date
e e R —

Mandstory filds displayed in bold

Worker | Keyed By |

View / Frint

View Supreme
Inike Report

Offense History
Cout: Detals

Summary Report

filing of a [
petition by the
petitioner.

Copy Irtake
sae | [ Gl

r—

Intake Case Tab

1. Petitioner’s Information

a. Click the Add button and the Adult Search screen will appear. This screen consists of three adult

search options. If the search does not return the adult and you have ensured that an adult record
does not exist, proceed with adding a new adult.

a5/ Domestic Relations Intake

(2]

-

Intake Case

Pettioners Information
Unknown? SN | Name [

Respondent’s Infomation
Unknown? SN | Name |

Juvernie's Information
Ssi| Name |

Juvenile Number [ DOB[  Age(Yeas-Months) |
Intake Case Number (ICN): Will be assigned after saving
Court Disct | P
Open: Date - Tme T B CloseDate [
O — T |

Mandatory fiskds displayed in bold

Worker | Keyed By |

Capy Intake
[ s || omm

a5 Adult Search =]

View / Print

View Supreme
Intake Report

Offense History
Court Details

‘Summary Report

—r—

i Adult Number Button

If the adult is 1. (i) Click the Adult Number button, (ii) type the Adult Number, (iii) click the Find button, and
not found, a the Adult Information screen will appear, (iv) review the Adult Information screen to ensure
message will the correct adult is found, and the adult’s information will auto-populate into the fields, (v)

dvisi . .
?ﬁ;e:hr;ev;i;ng click the Close button, and you will return to the Intake Case tab.

no matches.

a5l Adult Search

Ak s Frones
Adut Information

Mg [ [ % Wegnt [ CobrBres | Har [
MatalStatos [ KUS.Clizen? |

Docket # {Adngton CSU)

Drivers License Infornation
Drivers icense Number Sate License lssued

& Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult
Information screen.
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If the adult is
not found, a
message will
appear advising
that there are
no matches.

Conduct an
Advance Search
for each
criterion
separately.
Entering
multiple criteria
may be too
specific to yield
any results.

In order to yield
broader search
results, type
ONLY two or
three characters
of the last and
first name, and
select Use
Wildcard.

If the intake
officer did not
indicate that the
adult is an LEO,
you will not find
the adult using
this option. It is
best to search
for the officer
by name and
the City, if
known.

In order to clear
all the
information in
the search

BADGE Manual

ii. Caseload Number Button

1.

(i) Click the Caseload Number button, (ii) type the Caseload Number, (iii) click the Find
button, and the Adult Information screen will appear, (iv) review the Adult Information
screen to ensure the correct adult is found, and the adult’s information will auto-populate

Se%

inti the fields, (v) click the Close button, and you will return to the Intake Case tab.

Adut efornation

Aduit Number SSN -
Ed‘nmﬁdun
Aduit Name ko
O A
o Adult Search = Date o Bith Age (Years - Morits) Pt Face
Sheet
Race / Ethnicty
Is Decessed? Gender
Adult Number

Aduf Ifomaton | Address / Phones / Emal | Employment ifomation Assocated duvenies.
At fomation
Hegrt Weight
Marta Satus

@ Caseload Number

Coor: Eyes Har

Advance Search

Docket # (fington CSU)

Add Adutt

Driver's License Infornation
Driver' License Number

Find ] | Close

¥  Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult
Information screen.

iii. Advance Search Button

1.

10.
11.
12.

Revised: 6/2017

Click the Advance Search button and the fields at the bottom of the screen will appear.

o3 Adult Search £

Adult Number
Caseload Number

#u evance Seah

Add Adult

Last Name Use Wildcard

Name Suffix
First Name Use Wildcard
Date of Bith (MM/DD/YYYY)
Include records that have no values for suffix and DOB
Gender @ Al Male Female
8SN City

Is Law Enforcement Officer (LEC)?  LEC Badge #
Phone {Home, Work, or Celly

Find Adutts with Open Workload

Find ] ‘ Close | | Clear All

Type the Last Name.

Click the Use Wildcard checkbox and the advance search will match any character or
sequence of characters that you put in the Last Name field.

Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
Type the First Name.

Click the Use Wildcard checkbox and the advance search will match any character or
sequence of characters that you put in the First Name field.

Click the Include records that have no values for suffix and DOB checkbox and the search
results will generate a list of names which meet the search criteria, even if the adult entry
does not list the date of birth or suffix.

You can search for an adult by including the Date of Birth ONLY. If you do not know the
date of birth, click the Include records that have no values for suffix and DOB checkbox.
Select the Gender by clicking All, Male, or Female.

Search using the adult’s Social Security Number by typing it into the SSN textbox.

Search using the adult’s city by typing it into the City textbox.

If you are searching for a law enforcement officer, you can (i) click the checkbox next to the
Is Law Enforcement Officer (LEO)? option, and the LEO Badge # textbox will become
accessible, and (ii) type in the LEO Badge #.

3|Page
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13. Search using the adult’s home, work, or cell phone number by typing it into the Phone
textbox.

14. In order to include adults with open workloads in the search results, click the Find Adults
with Open Workload checkbox.

15. Click the Find button and any records matching the criteria entered will appear in the
Search Results screen.

T — =
fods Lastame T Vet e 08 Fae 5m
| N I N R
Adult Search =5
l i Mo matches, Please change your criteria.
oK
OR soot T =

a.

If the Search Results screen consists of multiple results and you are unsure of which
adult is the one you are searching for, (i) select an adult, and the row will be highlighted
in blue, (ii) click the View Info button, and the Adult Information screen will appear
WITHOUT auto-populating the information into the fields, (iii) review the Adult
Information screen to ensure the correct adult is selected, and when you find the
correct adult, (iv) exit the Adult Information screen, (v) click the Select button, and the
adult’s information will auto-populate into the fields.

If you are sure of which adult is the one you are searching for, (i) select an adult’s
name, and the row will be highlighted in blue, (ii) click the Select button, and the Adult
Information screen will appear, and the adult’s information will auto-populate into the
fields, (iii) review the Adult Information screen to ensure the correct adult is selected,
(iv) click the Close button, and you will return to the Intake Case tab.

&  Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult

Information screen.

iv.  Add Adult Button
1. If the search does not return the adult and you have ensured that an adult record does not
exist, proceed with adding a new adult. Click the Add Adult button and the fields at the

Add Adult will
create a new
adult record
with a unique
Adult Number.
All information
pertaining to
this adult will be
found under the
assigned adult
number.

Revised: 6/2017

bottom of the screen will appear.

8 Adult Search B

Name Suffic

Date of Bith MM/DDATYYY)
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a0 oo

Type the Last Name.

Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
Type the (i) First Name and (ii) Date of Birth, and (iii) click the Add button.

If the system finds possible matches, the Add New Adult screen will appear.

Add New Adult 22

&% System has found possible matches with the information you have
! entered.
Tt is advised that you review all possible matches. Would you like to
search for these matches?

Yes No

If you would like to review the possible matches, click the Yes button, and you will
return to the Advance Search button in the Adult Search screen. The Last Name,
Suffix (if applicable), First Name, and Date of Birth information will auto-populate
into the Advance Search fields.

& Refer to page 3 for instructions on how to conduct an Advance Search.

Type the Zip
Code and click
the Find City by
Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

The adult’s
address may
need to remain
confidential if a
Protective Order
already exists.

For a new
respondent, you
can click the
Paste
Petitioner’s
button and the
petitioner’s
Address, Zip
Code,
City/Town, and
State will auto-
populate to the
respondent’s
fields.

Revised: 6/2017

e.

If you have already conducted an Advance Search and did not find the correct
adult, click the No button, and the Information for New Adult screen will appear.
If the system does not find any possible matches, the Information for New Adult screen
will appear. This screen consists of the Name/Address Information tab, General
Information tab, and Employment Information tab.
Name/Address Information Tab
1. The Last Name, Suffix (if applicable), First Name, and Date of Birth information
will auto-populate into the Information for New Adult fields from the Add Adult
button fields. (i) Type the Middle Name and (ii) select the Gender.

a. If the adult is deceased, (i) check the Is Deceased?* checkbox, and the
Approx. Date field will become accessible, and (ii) type the approximate
death date.

2. Type the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip Code
button, and the City/Town, and State fields will auto-populate.

a. Ifthe adult is deceased, “Deceased” will auto-populate into the Address
and City/Town fields.

3. Ifthe adult’s address needs to remain confidential, check the Is Address

Confidential?* checkbox.

4. If the adult’s address is unknown, click the Paste Unknown hyperlink, and

“Unknown” will auto-populate into the Address, City/Town, and State fields.

a2/ Please Enter ALL Available Information for New Adult (=3

Name/Address Information | General Information | Employment information

Aduit Name Aduk Address

Last Name Address

Sufix (. Sr. 11111 V. etc) [None v
First Name | Zip Code [ Find ity by Zip Code
Middle Name City/Town
Gender () Male () Female () Unknown State Unknawn -]
Is Deceased? * Is Address Corfidential? Paste Unknown
Al Fields in Bold Are Mandatory

5|Page
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Type the Zip
Code and click
the Find City by
Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

Revised: 6/2017

General Information Tab

1. The Date of Birth will auto-populate from the Adult Search screen. If the Date
of Birth is not listed, type it in at this time. The Age (YY-MM) will auto-populate
based on the Date of Birth. Select the (i) Race and (ii) Height from the drop-
down menus. The first Height drop-down menu is for the height in feet and the
second Height drop-down menu is for the remaining height in inches. (iii) Type
the adult’s approximate Weight (in pounds), (iii) select the Marital Status from
the drop-down menu, and (iv) type the adult’s (iv) Driver’s Lic. #.

2. (i) Type the adult’s Social Sec. #. If the adult is a U.S. Citizen, check the Is Adult
U.S. Citizen?* checkbox. If the adult is Hispanic or Latino, check the Ethnicity
checkbox. Select the (ii) Eye Color and (iii) Hair Color from the drop-down
menus. If you work at the Arlington CSU, type the Docket #. If the adult has a
driver’s license, type the state abbreviation for the State Issued Driver’s
License field, or select the state’s name from the drop-down menu.

3. Type the adult’s (i) Home Phone, (ii) Cell Phone, and (iii) E-mail address.

4= Please Enter ALL Available Information for New Adult ==l

Name/Address Information | General Information | Employment information

Aduit Information
Date of Bith Age (YY-MM)

Race [Unknown ]

Heght [ =)' [ =" Weaht ||

Social Sec. # Is Adult U.S. Giizen? ™

Ethnicity Is Adutt Hispanic or Latine? *

Eye Color (Unknown |  Hair Color [Uinknown |

Marital Status [ Unknawn - Docket # ffor Adington CSU)

Diiver's L. # State Issued Drivers License | -

Adutt Phone/E-mail
Home Phone Cell Phone Email

- [V]Yes []No (@ Unknown

Employment Tab
1. (i) Select the adult’s employment status from the Status drop-down menu, and
type the selected status’ (ii) Approx. Date, (iii) Employer name, and (iv) Job

Title. If you are searching for an LEO, you can (v) click the checkbox next to the
Is Adult Law Enforcement Officer?* option, and the Law Enforcement Officer
Badge Number textbox will become accessible, and (vi) type the officer’s badge

number.

2. Type the adult’s employment (i) Address and (ii) Zip Code, and {iii) click the
Find City by Zip Code button, and the City/Town and State information will
auto-populate. Type the adult’s work (iv) Phone number and (v) Phone
Extention (if applicable).

3. If the adult works from home, click the Same as Home hyperlink, and the
Address, Zip Code, City/Town, and State information will auto-populate.

a5’ Please Enter AL Available Information for New Adult (==

Name:/Address Information | General Information | Employment information

Adhit Employmert Irformation Aduit Employer Address / Phone Number

Siatus [Unknown | Aprox. Date Address

Employer

Job Tile Zip Code | Find Gity by Zp Code |

Is Aduk Law Enforcement Officar? State: Unknown

] Sameas Home

Phone Phone Extertion

4. (i) Click the Save button, and the Adult Information screen will appear, and (ii)

review the Adult Information screen to ensure the information is correct. The
adult’s information will auto-populate into the fields. (iii) Click the Close button
and you will return to the Intake Case tab.
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b. View Button
i

Click the View button and the petitioner’s Adult Information screen will appear. Click the Edit
Adult Info button to edit existing information. The Edit Information screen will appear.

Intake Case

Fettioner's Information
[ Unknown? SN [

Name | Add
Infomation
Urknown?  SSN |

s | [Vien | (o]
Juvenile's Information

ss | Name | View | [ Clear
Juverile Number DoB Age (Years - Months)

Intake Case Number (ICN): Will be assigned after saving
Court District
Open: Date v Tme [

FIPS
Close Date
N e — T E—

Mandatory fields displayed in bold

Worker |

Keyed By |

View / Print

View Supreme
Intake Report

Copy Intake
l =D H Case Coutt Details

-

Offense History
Summary Report

c. Clear Button
i.  Click the Clear button to remove the selected petitioner’s information from the fields.

Intake Case

Peiioners Information
[ Unknown? SN [ Name |

add | [iew ] [Gear )

Respondert's Information
Unknown? SN | Name | View | [ Clear
Juvenil's nfomation

s | s | [Vien | [cer]

Juvenie Number D08 Age (Years - Morths)
Intake Case Number (ICN): Will be assigned after saving
Cout Distrct FIPS

Open: Date v Time =] Close Date

e — T E—

Mandatory fields displayed in bold

Worker |

Keyed By |

Copy Intake
[ s ]| Comm

View / Print

View Supreme
l =3 l Intake Report

Coutt Details

Offense History.
‘Summary Report

2. Respondent’s Information

If the Petitioner a.
and Respondent
are the same
individual, click
the Get
Petitioner
hyperlink and
the Petitioner’s
Information will
auto-populate
into the
respondent’s
fields.

Click the Add button and the Adult Search screen will appear. This screen consists of three adult

search options. If the search does not return the adult and you have ensured that an adult record
does not exist, proceed with adding a new adult.

Refer to page 2 for instructions on how to navigate the Adult Search screen.
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b. View Button
i

Click the View button and the respondent’s Adult Information screen will appear. Click the Edit
Adult Info button in order to edit existing information. The Edit Information screen will appear.

Intake Case

Patiioner’s Information

Unknown? ~ SSN | Name |
Information
[ Urknown?  SSM [ Name |

Juveniles Information

ssi |

Name |
Juvenie Number DOB Age (Years - Months)
Intake Case Number (ICN): Will be assigned after saving

Court District

([ada] [view | [cexr |

FIPS

v Tme [ Close Date
e — S —

Open: Date

Mandatory fields displayed in bold

Werker | Keyed By |
Copy toke View / Pt View Supreme | [ Offense History
l e ] ‘ Case l Close ] ‘ Irtake Repor ‘ Cout Detals | | Summay Repart

c. Clear Button
i.  Click the Clear button to remove the selected respondent’s information from the fields

Intake Case

Peiioners Information
Unknown? 55N [

Name |

() (o]
Respondent’s information
[ Uknown?  SSN [ Name | [(add |
Juvenils Infomation

ssi | Name |

[[view ) [gear |
Juvenie Number D08 Age (Years - Morths)

Intake Case Number (ICN): Will be assigned after saving

Cout Dt | s
Open: Date - Tme CoseDate |
e T

Mandatory filds displayed in bold
Worker | Keyed By |
Copy Intake View / Print View Supreme Offense History
l 2 l ‘ Case l =3 l Intake Report Coutt Details ‘Summary Report

3. Juvenile’s Information
a.

Click the Add button and the Find Juvenile screen will appear. This screen consists of multiple
juvenile search options.

a2 Find Juvenile

Find Juvenie | Direct Care Population | Detention Popuiation | Add Juvenile
@ Juvenile Number
Name Suffix [ Include
© octhmber
© Intake Case Number
[ Include Altemative Spelings
) Caseload Number -

[] Use Wiideard

[] Use Wiideard

08/ ® DOB ) Age
© Advance Search —
]
© Previous Selections
Home Phone [ |

Juvenile Number [] Find Juvenies with Commitmentis)to ths State

Clear Al

Show Last Resuits

& Refer to the Login & Search User Manual for instructions on how to search for a juvenile.

Revised: 6/2017
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b. If the search does not return the juvenile and you have ensured that a juvenile record does not
exist, proceed with adding a new juvenile by clicking the Add Juvenile tab.

a=l Add Juvenile ==

Find Juvenile | Direct Care Population | Deterion Population | Add Juverie

Please enter juvenile's legal name (do not
use nicknames) and date of birth, if known

Last Name | {Required)
[ Name Suffic
First Name {Required)

Date of Bith Age (1Y-MM)

Show Last Resutts

i.  Type the Last Name.
ii. Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
iii.  Type the (i) First Name and (ii) Date of Birth, and the Age (YY-MM) will auto-populate based on
the Date of Birth, and (iii) click the Add button.

iv. If the system finds possible matches, the System has located X possible match(es) screen will
appear.
E Lost tarre. -._.«—r.;‘..e agn tar Resdence FPS. “-ﬁ,,-

1. If the Search Results screen consists of multiple results and you are unsure of which
juvenile is the one you are searching for, (i) select a juvenile, and the row will be
highlighted in blue, (ii) click the View Info button, and the Juvenile Information screen will
appear WITHOUT auto-populating the information into the Juvenile’s Information fields.
(iii) Review the Juvenile Information screen to ensure the correct juvenile is selected. When
you find the correct juvenile, (iv) exit the Juvenile Information screen, (v) click the Select
button, and the juvenile’s information will auto-populate into the Juvenile’s Information
fields.

2. If you are sure of which juvenile is the one you are searching for, (i) select a juvenile, and
the row will be highlighted in blue, (ii) click the Select button, and the Juvenile Information
screen will appear, and the juvenile’s information will auto-populate into the Juvenile’s
Information fields. (iii) Review the Juvenile Information screen to ensure the correct
juvenile is selected. (iv) Click the Close button and you will return to the Intake Case tab.

3. If the search does not return the juvenile and you have ensured that a juvenile record does
not exist, proceed with adding a new juvenile by clicking the Add New button. The
Information for New Juvenile screen will appear.
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V. If the system does not find any possible matches, the Information for New Juvenile screen will
appear. This screen consists of the Name/Address Information tab, General Information tab,
and Birth/Family/Alien Information tab.

The address
should reflect 1.
the juvenile’s
current home
address. If the
juvenile is
committed to
DJJ or resides in
a group home or
other facility,
make a note of
their current
location.

Type the Zip
Code and click
the Find City by
Zip Code
button. The
City/Town,
State, and
Juvenile FIPS of
Residence fields
will auto-
populate for
Virginia zip
codes. Out-of-
state
information will
need to be
entered 2.
manually.

Use the Paste
Unknown
hyperlink if the
juvenile will not
provide his/her
name or address
but need to be
detained.

Revised: 6/2017

u5! Please Enter ALL Available Information for New Juvenile 2

Name/Address Information | General Information | Birth./Famity/Alien Information

Juverile Name Juvenile Address

Last Name Address
Suffoc (Jr, Sr, 1L 1L L TV, etc) m
First Name Zip Code [ Find Cty by Zp Code |
Middle Mame City/Town
Genelic Sex Male Female State m

Paste Unknown

Juvenile FIPS of Residence

Resident of Cther/Unknown -

All Fields in Bold Are Mandatory

- @ Yes FlNo [W Unknown [ Save ] [ Canca |

Name/Address Information Tab

a.

The Last Name, Suffix (if applicable), First Name, and Date of Birth information will
auto-populate into the Information for Juvenile screen. (i) Type the Middle Name and
(ii) select the Genetic Sex.

Type the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip Code button, and
the City/Town, State, and Juvenile FIPS of Residence fields will auto-populate.

If the juvenile’s address is the same as the petitioner’s address, click the Paste
Petitioner’s hyperlink, and the Juvenile Address fields will auto-populate to the
petitioner’s address.

If the juvenile’s address is the same as the respondent’s address, click the Paste
Respondent’s hyperlink, and the Juvenile Address fields will auto-populate to the
respondent’s address.

If the juvenile’s address is unknown, click the Paste Unknown hyperlink, and the
Address, City/Town, and State fields will auto-populate to “Unknown.”

ad Please Enter ALL Available Information for New Juvenile 53
Name/Address Information | General nformtion | Bith./Famiy/ Aien Information
Juverile Name Juvenile Address
Last Name Address
Sufie (o, Sr, 1,11, 11, 1V, 2tc) [Neme )
First Name Zp Code Find Cty by Zp Code
Widdle Name Gity/Town
Gender ©) Male () Female State Unknown -
Paste Peffioners  Paste Respondents  Paste Unknown
Juverile FIFS of Residence
All Fields in Bold Are Mandal ——
" o Resident of Other/Unknown -
*- @ Yes [N [ Unknown Save Cancel

General Information Tab

a.

(i) Type the juvenile’s Social Sec. #. If the juvenile has submitted a DNA sample, check
the Is DNA Taken?* checkbox. (ii) Select the juvenile’s Race from the drop-down menu.
If the juvenile is Hispanic or Latino, check the Ethnicity checkbox. (iii) Select the Height
from the drop-down menus. The first Height drop-down menu is for the height in feet
and the second Height drop-down menu is for the remaining height in inches. (iv) Type
the juvenile’s approximate Weight (in pounds), select the (v) Eye Color and (vi) Hair
Color from the drop-down menus, (vii) type the juvenile’s School name, and (viii) select
the juvenile’s Grade from the drop-down menu. If you work at the Arlington CSU, type
the Arlington CSU Social File #.

If the juvenile has a driver’s license, or any government—issued identification card,
select the type of identification from the Type drop-down menu.

10| Page
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i If the juvenile has an ID card, type the (i) License # and (ii) state abbreviation for
the State Issued field. You can also select the state’s name from the drop-down
menu.

ii. If the juvenile has a Full driver’s license or Learner’s permit, (i) select the Status
from the drop-down menu, type the (ii) License # and (iii) state abbreviation for the
State Issued field. You can also select the state’s name from the drop-down menu.

c. Type the juvenile’s (i) Home Phone, (ii) Cell Phone, (iii) Work Phone, (iv) Extention, and
(v) E-mail address, if applicable.

a5’ Please Enter ALL Available Information for New Juvenile (==

Name:/Address Information | General Information | Birth,/Family/Alien Infomation

Juverile Information Juvenile Driver'

Soc. Sec. # Is DNA Taken?* Type

Height \:/ ht
Color: Eyes [Unknown =  Har [Unknown =] Juvenile Phone/Emai
School Home Phone Cell Phone
Gude [Unknown  =|  Vork Phone Edention
Arington CSU Seci Fie # Emai
*- ¥ Yes No Unknown Save Cancel

3. Birth/Family/Alien Information Tab
a. The Date of Birth will auto-populate from the initial Juvenile Search screen. If the Date
of Birth is not listed, type it in at this time. The Age (YY-MM) will auto-populate based
on the Date of Birth. (i) Type the state abbreviation for the State of Birth field. You can
also select the state’s name from the drop-down menu. (ii) Type the Birth Country and
(iii) select the Birth Verification from the drop-down menu.
i If the juvenile’s birth certificate is used for Birth Verification, type the Birth Certif.
#. If the birth certificate number is unknown, click the Unknown hyperlink, and it
will auto-populate to “Unknown.”
b. Type the juvenile’s (i) Mother’s Maiden Name, and select the (ii) Annual Family
Income and (iii) Living with from the drop-down menus.
c. The juvenile’s alien Status will auto-select “No.” If the juvenile is an alien, select “Yes”,
and type the juvenile’s Immigration # and Citizenship. If the juvenile is a suspected
alien, select “Suspected”, and type the juvenile’s Immigration # and Citizenship.

o Please Enter ALL Available Information for New Juvenile ==
Name/Address Information | General Information | Birth./Family/Alien Information
luvenie Bith Irfornation
Dats of Bith Age (YY)
State of Bith [Unknown ]| Bith Country
Bith Verfication [Neme ]| Bith Cetf. # Unknown

Juvenile Family Information Juvenile Alien Information

Status @ No Yes Suspected

ame
Annual Family Income | Unknown -

Living with | Unknown -
*- [V Yes Ne. Unknown Save Cancel

d. (i) Click the Save button, and the Juvenile Information screen will appear, and (ii) review
the Juvenile Information screen to ensure the information is correct. The juvenile’s
information will auto-populate into the Juvenile’s Information fields. (iii) Click the
Close button and you will return to the Intake Case tab.

Revised: 6/2017 11| Page



For Intakes
completed by
the After-Hours
Intake Unit, the
Court District
field will need to
be manually
selected from
the drop-down
menu.

For Case Type, if
you select 07 -
Diversion or 14-
Pending for the
intake
disposition, the
close date will
not auto-
populate until a
final disposition
is entered.

Case Type is a
mandatory field.

BADGE Manual

4.

5.

9.

c. View Button
i.  Click the View button and the Juvenile Information screen will appear.

8l Domestic Relations Intake =
Intake Case
Pettioner’s Information
Unknown? SN Name Add | [ View | [ Clear
Respenderts Infomation
— 2 SRR
Unkngwn?  SSN Name Add | [View | [Gear
AditIfomaton
Juverile’s Infommation Ak Nober ssn [ %
SSN Name Add | [ view it Lo
Juvenile Number D08 Age (Years - Morths) —— [
Sheet

Intake Case Number (ICN): Will be assigned after saving Race / Elricty

Cout District FIPS === o

Open: Date v Tme = Close Date Adut Infomation | Address / Phones / Email | Employment Information | Associted Juvenies |

I — e —— R —— A fomation
Case Ty ~| Petitioner T -
we : we Heght Wt Coler: s Har
Mandatory filds displayed in bold Mertal Satus 16 US, Ctzen?
Wiaker Keyed By (ington CSU)
Copy Intake View / Print View Supreme Offense History ce s
s Case RS Intake Report Cout Detals Summary Report Site Lioznse lssued
Cose

& Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the
Juvenile Information screen.

d. Clear Button
i Click the Clear button to remove the selected juvenile’s information from the fields.

55! Domestic Relations Intoke =

Itake Case
Petitioner’s Information
Unknown? SN Neme [(add ] [ Vien | [Gear
Respondent's Information
Unknown?  SSN Name Add ] [ View | [Clear
Juvenile’s Information
ssn Name Add | [View | [Gear
Juvenie Number 008 Age (Years - Months)

Intake Case Number (ICN): Will be assigned after saving
Court District FIPS
Open: Date 2 Close Dete
CaseType [ ~|PpetonerType| =

Mandatory filds displayed in bold

- Time

Worker Keyed By

Copy Intake View / Print
=L Case e ntake Report

View Supreme
Cout Details

Offense History
Summary Report

Intake Case Number (ICN)

a. The Intake Case Number (ICN) will auto-generate an assigned number after you save the intake.

Court District

a. The name of the Court Service Unit will auto-populate into the field.

FIPS

a. Select the FIPS from the drop-down menu. The selected FIPS should represent the locality the
offense occurred in or be based on which FIPS has jurisdiction over the case.

Open Date

a. The Open Date will auto-populate to the current date. If you would like to change the date, select
the date from the calendar screen.

Time

a. The Time will auto-populate to the time when the intake screen opened. If you would like to
change the time, (i) highlight the hour, minutes, or seconds fields, and (ii) click the up or down
arrows until the correct time is displayed OR (i) highlight the hour, minutes, or seconds fields and
(i) type in the new time.

Close Date

a. The Close Date will auto-populate when a final disposition is selected.

10. Case Type

Revised: 6/2017

a. Select the Case Type from the drop-down menu.
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Petitioner Type
is a mandatory
field.

BADGE Manual

11. Petitioner Type

a. Select the Petitioner Type from the drop-down menu.

12. Worker

a. The Worker will auto-populate to the name of the person creating the intake.

13. Keyed By

a. The Keyed By will auto-populate to the name of the person entering the intake information into

BADGE.

14. Click the Save button and the Intake Case Number will generate. The Narrative tab will appear, and all

55 Domestic Relations Intake

Intake Case

Pettioner’s Information
[ Unknown? 35N
Responderts Infornation
[F] Unknown?  SSN
Juveile’s Infomation
ssN

Juvenie Number

Name

Name

Name
DOB

Age Yoz Horihe)

View | [ Clear
View | [ Clear
Vew | [Gear

Cour District

Open: Date

Worker

- Time

Intake Case Number (ICN): Will be assigned after saving

FIPS

Close Date

Mandatory fields displayed in bold

Keyed By

S — T —

Seve Co%' Intake
ase

View / Prt
e Inake Report

View Supreme | | Offense Histary
Cout Detals | | Summry Report

of the buttons at the bottom of the screen will become accessible, and the Add Custody Petition, Add
Support Petition, Add Protective Order, and Add Abortion Petition buttons will appear.

Intake Case | Namative
Pettioner’s Information

Intake Action Buttons

55 Domestic Relations Intake

=]

Unknown? ~ SSN Neme: Add Cear
Respondent's Information
Unknown? SN Neme Add Gear
Juvenil’s Ifomation
SSN Neme Add Cear
duvenie Number D08 Age (Years - Morths)
Intake Case Number (ICN): 136
Cout Distrct FIPS
Open: Date Time Close Date
Case Type Petitioner Type
P Tomer ety
Edt Intake Case Copy Intake Delete Intake. View / Print View Supreme Offense History
Ffo se Case Intake Report Cout Detals | | Summary Report

(/A Custody Pettion |

[ 2dd Support Pettion |

(L Add Protective Order |

(L add Abotton Pettion |

Once you save the information in the Intake Case tab, the buttons at the bottom of the screen will become

accessible.

Revised: 6/2017

a5 Domestic Relations Intake

=]

Intake Case | Namative

Pettioner’s Information

Unknown? SN Neme Add Gear
Respondent's Information
Unknown? SN Neme Add Clear
Juvenile’s Information
SSN Name Add Clear
duvenie Number 008 Age (Years - Morths)
Intake Case Number (ICN): 136
Cout Distict FIPS
Open: Date Time Close Date
Case Type Petitioner Type
ey
Edt Intake Case | | Copy Intake Delete Intake View / Prt View Supreme | | Offense History
i Case - Intake Repor Cout Detals | | Summary Report
| Add Custody Petiion | | Add Support Petiion |

[ Add Protective Order |

[ Add Abortion Pettion |
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In order to copy
an intake case,
you MUST have
an existing
Custody
Petition,
Support
Petition, and/or
Protective
Order.

The Delete
Intake Case
button should
not be used in
lieu of editing
incorrect
information.

The amount of
information
found on the
Supreme Court
Details screen
may vary
depending on
the court of
jurisdiction.

BADGE Manual

1. Edit Intake Case Info Button

a. (i) Click the Edit Intake Case Info button, (ii) edit the information, and (iii) click the Save button

when the edits are completed.
2. Copy Intake Case Button

a. (i) Click the Copy Intake Case button and the Copy Domestic Relations Intake Case screen will
appear. The checkmark(s) will auto-populate based on the EXISTING intake document associated
with the intake. If multiple documents exist, all the documents will be selected automatically. You
can deselect any document that you do not want to copy. You MUST select at least one document

to copy. (ii) Click the Save button.

a5l Copy Domestic Relations Intake Case - ICN: 60

Copy Intake Case @

@ Please select at least one decument type to copy.

3. Delete Intake Case Button

a. Click the Delete Intake Case button and the Delete Intake Case screen will appear.

4. View/ Print Intake Report

a. Click the View/Print Intake Report button and the CSU Intake — Reports screen will appear.

5. View Supreme Court Details

a. Click the View Supreme Court Details button and the Supreme Court Details screen will appear. If
there is no information entered by the Supreme Court, the Supreme Court Details screen with a

message will appear.

85! Supreme Court Detail

Supreme Ct Name: |

‘Supreme Court Case Number

Case Type: |

Staute: |

Statute Originated From: |

Amended Case Type: |

Amended Offense Code: |

Final Disposition: |

Appealed Date: | Perfacted:

Convicted as Adut?

Remarks |

6. Offense History Summary Report

a. Click the Offense History Summary Report button and the CSU Intake — Reports screen will appear.

Revised: 6/2017

Supreme Court Details @

@ Mo data found for this case

OR
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Multiple VCC's
can be added to
a petition/order.

You must add a
juvenile to the
Juvenile
Information
section in order
to file a custody
petition. If you
do notadd a
juvenile prior to
clicking the Add
Custody
Petition button,
an error screen
will appear.

Click the Find
button if you
would like to
select a custody-
related offense
without
entering any
information into
the search
fields.

Visitation
petitions should
be created
under the
Custody Petition
tab.

BADGE Manual

Add New Petitions and Orders

At the bottom of the Intake Case tab, there are four buttons that allow you to add a new:

Custody Petitions| Support Petitions | Protective Orders| Abortion Petitions

o Domestic Relations Intake ==
Intaks Case | Nanative
Petitioner’s Information
Unknown?  SSN Neme Add | [view ] [Gear
Respondent's Infomation
Unknown? SN Neme: Add | [view ] [Gear
Juverile’s Infomation
SSN Neme Add | [View ] [Gear
duvenie Number 008 Age (Years - Months)
Intake Case Number (ICN): 136
Court District FIPS
Open: Date Time Cose Dats
Case Type Petitioner Type
Wiorker Keyed By
[Edn Intake. CE!E‘ ‘ Copy Intake ‘ ‘ Delete Intake. ‘ ‘ View / Print ‘ ‘ View Supreme ‘ ‘ Offense History ‘
e o & Jgigke Reocc o Do
( Add Custody Petiion | [ Add Support Pefiion | [ Add Protective Order | [ Add Aborton Peiion |

1. Add Custody Petition Button

a. Click the Add Custody Petition button and the Custody Petition tab will appear. The Offense Date
will auto-populate to the current date. If you would like to change the date, select the date from

the calendar screen.

85! Domestic Relations Intake ) [=]
oy Pt 4
Charged Cffense Information
Offense Date  VCC Code Offense Description pu ke o Petton
Selected Offznse Detals
Offense Date: B Add New Offense
VCC Code Find VCC Code | Statute
Headng
Subheading
Description
Penatty Modfier Judge Ordered Detention

Intake Dispostion [

=)

Save Cancel

i (i) Click the Find VCC button and the Search Offense screen will appear. You can search for an

offense by Statute, VCC, Heading, Sub-Heading, or Description. The Use Wildcard?* checkbox

will be selected automatically. If you do not want to use the wildcard function, uncheck this
box. (ii) Click the Find button and a list of VCC’s and Offense Descriptions will be generated
which meet the search criteria. (iii) Select a VCC, and the row will be highlighted in blue, (iv)

click the Ok button, and you will return to the Custody Petition tab.

a5l Search Offense

Offense Search Citeria
Statute

Heading
Sub Heading
Descip

Search Results

oo Use Wildeard 7™

Find

VCC Code Statute

CUS-379749  |63.2-1817
CUS-379849  |63.2-1817
CUS-37999  |6321817
CUS-3800-49  |63.2-1817
CUS-3813-09  |63.2-908
JUV-382749 |63.21230

JUV-386309 | 204910 PATERNITY. RELIEF FROM LEGAL DETERMINATION

Offense Description

.y

AGENCY SHALL HAVE CUSTODY/CONTROL OF CHILD ENTRUSTED/COM.
PETITON COURT FOR APPROVAL OF TEMPORARY ENTRUSTMENT AGRE.
CHILD PLACED FOR ADOPTION EY AGENCY, SOCIAL SERVICES, ETC
NONCUSTODIAL FOSTER CARE

PERMANENT FOSTER CARE

ADOPTION INDEPENDENT

Selected Offense Detais

Heading  JUVENILE DOMESTIC COURT - OTHER
Sub Heading  JUVENILE AND DOMESTIC

SN e

|| Notify School?*

Revised: 6/2017
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Multiple VCC’s
can be added to

a petition/order.

BADGE Manual

b.

(i) Select the Intake Disposition from the drop-down menu, (ii) click the Save button, and the saved
information will appear in the Charged Offense Information section.

=

85! Domestic Relations Intake

ooy Pt

Charged Cffense Information

=

wl Domestic Relations Intake

[

Charged Cffense Information

Offense Description

Itake. Petiion

M

Diso. *© Prrted

Offense Date  VCC Code Offense Description

Selected Offense Detals
Offense Date  07/25/2016 v

VCC Code  CUS-321548

Find VCC Code | Statute [16.1:241 A3)
Headng |CUSTODY

Subheading |JUVENILE AND DOMESTIC
Descrption | DETERMINATION OF CUSTODY REQUIRED

Penaly Modfier [:] [] Judge Ordered Detention

Intakce Dispostion (02 - Pettion Fied -

PM D

Add New Offense

Pettion

rtake
O Prrted

5P,

5381549 DETERMINATIO DY REQUIRED

Selected Offense Detals

Offense Date | 07/26/2016

Statute [16.1-241 A3)

VCC Code |CUS381508

Heading |CUSTODY
Subheading |JUVENILE AND DOMESTIC
Deserption | DETERMINATION OF CUSTODY REQUIRED

Penalty Modfier [] Judge Ordered Detertion

Intake Disposiion | 02 - Pettion Filed

Delete | [ Fie Pettion |

] |

[ Ear

‘Add Custody Afidavit

c. Add New Offense Button

above to add another offense.

If another offense needs to be added to the petition/order, (i) click the Add New Offense
button, and the Selected Offense Details fields will become accessible, and (ii) repeat the steps

2]

Charged Offensse Information

{H Domestic Relations Intake
CosodyPettn

(2]

{i Domestic Relations Intake
sk Case e | Cutoy Pt

Charged Offense Information

take Petiion
PM Dep. 90 Panted

Offense Date  VOC Code. Offense Description
07/25/2016  CUS-381549 DETERMINATION OF CUSTODY REQUIRED

Selected Offense Detals

Offense Date | 07/25/2016

Intake Petition
PM D

Frirted

|

Statute | 16.1-241 AR

VEC Code [CUS-3815-43
Heading [CUSTODY
Subheading [JUVENILE AND DOMESTIC

Descrption | DETERMINATION OF CUSTODY REGUIRED
Penilty Modifier ] Judge Ordered Detention

Intake Dispostion | 02 - Petition Filed

) |

[ Delete | | Fie Petiion |

Add Custody Afidavit

Offense Descrption
DETERMINATION OF CUSTODY REQUIRED

VCC Code

CUS-381549

Offense Date
07/25/2016

Selected Cffense Detals

Offense Date /252016 |+

Add New Offense

VCC Code Find VCC Code |  Statute |

Heading |

Subheading |

Description |

Penalty Modfier ~| [ Judge Ordered Detention

Itake Dispostion |

d. Add Custody Affidavit Button
i.

Click the Add Custody Affidavit button and the Custody Affidavit tab will appear.

a5l Domestic Relations Intake

{

Charged Offense Information

Offense Descrption
DETERMINATION OF CUSTODY REQUIRED

VCC Code

CUS-381549

Offense Date
07/25/2016

Selected Offense Details

Offense Date |07/25/2016

Petilion
Frnted

Intake:
PM D 0

Statute | 161241 A

VCC Code |CUS-38154%

[ A Custosy Afficavt.

Heading |CUSTODY
Subheading [JUVENILE AND DOMESTIC
Descrption | DETERMINATION OF CUSTODY REQUIRED

Penalty Modifier [ Judge Ordered Detertion

Intake Disposition | 02 - Peition Flled

] [

[ Ea Delete | [ File Pefiion

8 Domestic Relations Intake

oy Hrdve

Custody Affidavits Attached to the Intake Case

Affidavt #  Chid's Name

Child's Cument Address

Cooy ] |

Dekts | [ View/Prt

Revised: 6/2017
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For the
Subscribed and
sworn before
me on, the
petitioner raises
his/her right
hand and
swears and
affirms that all
the provided
information is
accurate.

BADGE Manual

ii.  Click the Add button and the Custody Affidavit screen will appear. This screen consists of the
Affidavit Data tab, Address Information tab, and Affidavit Data (continue) tab. The petitioner
and respondent names will auto-populate into the affidavit.

[nf Custody Affidavit o

w:«navn Data | Adcress Irformation | Afidavi Data (confinue) |

CUSTODY AFFIDAVIT

hre: Paste Juvenile’s Name
crursnae

Petitioner's Name v. |Respondent's Name -
| [Petitioner's Name

the undersigned affiant, state the following information under oath:

[ ettain infommation has been omitted from this fom and submitted undsl seal because | allege that the heatth, safety oriberty of

a party or child would be jeopardized by disclosure. Another patty may request that a hearing be heldto determine whether this
information should be disclosed.

1. The child presently resides at Paste Juvenile’s Adress
here on B there continiously to this date.
Subscrbed and swom before me on - Intake Case Number (ICN) 36

iii.  Click the (i) Paste Juvenile’s Name and (ii) Paste Juvenile’s Address hyperlinks, and the
information will auto-populate.

ot Custody Affidavit =

Affidavic Data | Address Information | Afidavi Data (continue) |

CUSTODY AFFIDAVIT

b Tuvenile's Name Paste Juvenile’s Name
crursnane

Petitioner's Name  v. [Respondent's Name

I. | Petitioner's Name the undersigned affiant. state the following information under oath:

[T ettain infommation has been omitted from this form and submitted unds seal because | allege that the heatth, safety oriberty of
a party or child would be jeopardized by disclosure. Another party may request that a hearing be heldto determine whether this
information should be disclosed.

1. The child presently resides at Paste Juvenie's Address
Juvenile's Address

The chid commenced residing there on [Z+ and has resided there continiously to this date.

Subscribed and swam before me on - Intake Case Number (ICN) 36

iv.  Select the The child commenced residing there on date from the calendar screen.

v.  The Subscribed and sworn before me on date will auto-populate to the current date. If you
would like to change the date, select the date from the calendar screen. The time will auto-
populate to the time the Custody Affidavit screen was opened. If you would like to change the
time, (i) click the time, and the time fields will be highlighted in blue, and (ii) type in the time
the petitioner is sworn before you. The Intake Case Number (ICN) will auto-populate to the
assigned ICN.

vi.  Click the Address Information tab.

a3l Custody Affidavit =]
Addross Information | Affidavit Data (continue)
2. Thelgther places where and persons wih whom this child hias Iived during the last five (5) years:
TmeResded  From  To Chids Address Person Resided wih
Time Resided Ferson with VWhom Chid Resided
Fom T Name: Frst Last

Address Where Chid Resided Curent Address of Person with Whom Child Resided
Address Address

Ciy: State: Cy: Stete:

Add Edt Delete

Revised: 6/2017 17| Page



For the Time
Resided
textbox, specify
the unit of time.
For example, 6
weeks, 11
months, 2.5
years, etc.

For the Person
with Whom
Child Resided
section, if the
juvenile resides
with both
parents, type
“Both” into the
First textbox
and “Parents” in
the Last
textbox.

BADGE Manual

If the juvenile has not lived at the current address for at least five years, (i) click the Add
button, (ii) type the time the child lived at the address in the Time Resided textbox, (ii)
select the date the juvenile started residing at the address from the From calendar screen,
and (iv) select the date the juvenile stopped residing at the address from the To calendar
screen.

Type the Address Where Child Resided. If the juvenile lived at the petitioner’s current
address, click the Paste Petitioner’s Address hyperlink, or if the juvenile lived at the
respondent’s current address, click the Paste Respondent’s Address hyperlink, and the
address information will auto-populate.

Type the (i) First and (ii) Last name of the person with whom the juvenile resided.

Type the Current Address of Person with Whom Child Resided. If the juvenile resides with
the petitioner at the current address, click the Paste Petitioner’s Address hyperlink, or if
the juvenile resides with the respondent at the current address, click the Paste
Respondent’s Address hyperlink, and the address information will auto-populate.

(i) Click the Done button when the information is complete. (ii) Continue to add all the
addresses where the child lived over the past five years until all the information is
completed.

In order to edit existing address information, (i) select an address, and the row will be
highlighted in blue, (ii) click the Edit button, and the fields at the bottom of the screen will
become accessible, (iii) edit the information, and (iv) click the Done button when the edits
are completed.

In order to delete address information, (i) select an address, and the row will be highlighted
in blue, and (ii) click the Delete button.

vii.  Click the Affidavit Data (continue) tab.

Revised: 6/2017

ol Custody Affidavit 5=

Affidavit Data | Address Information | Affidavit Data (continue) F
3.1 have have not participated, either as a party, witess, or in any other capaciy in any other itigation (court

proceeding) canceming custody of or visitation with this child, in any State orforeign country.  yes, complete below
a. Mame of Court and State or foreign courtry in which ltigation occured:

b. When didthe ltigation occured:

. What was the outcome of the ltigation

d. Attach a copy of al pledings and Orders fed in this itigation
41 do © donot have knowledge orinfomation of any proceeding that could affect this procesding. including but not
limited to custody, vistation, patemity, support, enforcement proceedings, proceedings related to domestic vilence, protective
orders. abuse and neglect. temnination of parental richts and adoptions. whichis pending in a court of this or any other State:

erfareign courtry. f yes, complete below:
. Name of Court and State orforeign country in which proceeding is pending

b. Attach a copy of ol pleadings filed in the ltigation

.1 do © donot ©  know of any persan who is not aiready named as a party nthis procesding who has physical
custody of this child or who claims to have custody or vistation rights with respect to chid. ff yes:
a. Name and address of person

b. Does this person have physical custody of the child?:  Yes No
. State why you believs this person clams to have custody visitation rights to the chid:
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1. (i) Select all the options that apply to the petitioner. If the selected options require
additional information, add the information at this time. (ii) Click the Save button and you
will return to the Custody Affidavit tab. The custody affidavit will be displayed in the

viii.

Custody Affidavits Attached to the Intake Case section. The entered information will auto-

populate into the custody affidavit form.

o2l Custody Affidavit =]

A 03 orte)

3.1 have © participated, sither as a party., witness, or in any cther capacty in any other litigation (court
proceeding) concerming custody of or vistation wih this chid, in any State orforeign country. F yes, complete below

have not ©)

a. Name of Court and State orforeign courtry in which ltigation occured
b. When didthe ltigation occured: | |
. What was the outcome of the ltigation: | |
d. Attach a copy of al pleadings and Orders fied in this ltigation

4.1 do © donct O have knowledge erirfomaton of any pracesding that could affect ths proceeding, incuding but nat
lmited to custody. vistation, patemty. support, erforcement procesdings. proceedngs related to domestic violence, protective
orders, abuse and neglect temination of parertal rights and adoptions, which s pending in 2 Gaurt of this or any other State

orforeign country. F yes, complete below

2. Name of Court and State orforeign courtry in which
| do © donot © knowef any person who s not aready named as  party inthis proceeding who has physical
custody of this child or who claims to have custody or wih respect to chid. f yes

a. Name and address of person:

b. Attach a copy of allpleadings fied in the figation

Bl

b. Doesthis person have physical custody of the child?:  Yes © No ©
. State why you believe this person clamsto have tothe chid

In order to edit an existing custody affidavit, (i) select a custody affidavit, and the row will be
highlighted in blue, (ii) click the Edit button, and the Custody Affidavit screen will appear, (iii)

P.ﬂ Domestic Relations Intake =)

Custody Afidavts Attached tothe Intake Case
Fffidavit ¥ Child's Name:

Custody Afidavit

Childs Curent Address

edit the information, and (iv) click the Save button when the edits are completed.

sk Coe | e [ oty Peton]| oy it

55 Domestic Relations Intake =)

Custody Afidavits Attached to the Intake Case

ffiidavit #  Child's Name Child's Curent Address

[ coy | [ Deste | [ Viewmm |

(=

85 Custody Affidavit =]
it D
CUSTODY AFFIDAVIT

e Juvenie's Name
s

Paste Juvenile’s Name

[ Petitioner's Name  v. [Respondent's Name

I. | Petitioner's Name the undersigned affiant. state the following information under oath:

Certain information has been omitted from this form and submitted undel seal because | allege that the health, safety o liberty of
a party or chid would be jeopardized by disclosure. Another party may request that a hearing be held to determine whether this
information should be disclosed.

1. The chid presently resides at: Paste Juvenile’s Address

Juvenile's Address

The chid commenced residing there on [3' and has resided there continiously to this date.

Intake Case Number (ICN) 36

‘Subscribed and swom before me on -

In order to copy an existing custody affidavit, (i) select a custody affidavit, and the row will be
highlighted in blue, (ii) click the Copy button, and the Select Custody Affidavit Number screen
will appear, (iii) ensure the Affidavit # matches the affidavit you wish to copy, (iv) click the Ok
button, and the Custody Affidavit screen will appear, (v) edit the information, and (vi) click the
Save button when the changes are completed. The copied affidavit with the new information

will appear in the Custody Affidavits Attached to the Intake Case section.

a3l Custady Affidavit =]

Afidavit Data Affidavt Data {continue)

CUSTODY AFFIDAVIT

b Juvenile's Name

Paste Juvenile’s Name
cauDsNAME

Petitioner's Name  v. |Respondent's Name

I, [Petitioner’s Name

Certain information has been omitted from this form nd submitted undel seal because | allege that the healh, safety or iberty of
aparty or child wouid be jeapardized by disclosure. Another party may request that  hearing be held to deteming whether this

the undersigned affiant, state the following information under oath:

be disclosed.

Select Custody Affidavit Number

1. The chid presenly resides at.

Paste Juvenile’s Address

Juvenile's Address

The child commenced residing there on

Subscribed and swom before me on -

[3' and has resided there continiously to this date.

Intake Case Number (ICN) 36
=

Revised: 6/2017
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X. In order to delete an existing custody affidavit, (i) select a custody affidavit, and the row will be
highlighted in blue, (ii) click the Delete button, and the Please Confirm Delete Operation screen
will appear.

Xi. In order to view or print the custody affidavit(s) related to the intake case, (i) select a custody
affidavit, and the row will be highlighted in blue, (ii) click the View/Print button, and the

completed custody affidavit will appear. From this screen, you can view, print, or save the
custody affidavit.

['9 Domestic Relations Intske =] 52 Virginia Department Of Juvenile Justice ==
K 41 of1 ) M |« @ W~ | 100% - Find | Next
Custady Affidavis Attachedto the Intake Case "
Case No.
Hfdavt A Chids Name Chid's Cumert Address AFFIDAVIT (Uniform Child Custody Jurisdiction and Enforcement Act)

COMMONWEALTH OF VIRGINIA Va. Cote§ 20-14620 7
[ ] Grcuit Coutt

[X] Juvenile and Domestic Relations District Court

L. the und d affiant, state the ion under oath:

[ ] Cestain information has been omitted from this form and submitted under seal because [ allege that th
or child would be jeopardized by discl party may

e health, safety or liberty of aparty
is information should
be disclosed.

1. The child presently resides at:

‘The child commenced residing there on

_ _ ‘and has resided there continuously to this date.
2 The other places where and persons with whom this child has lived during the last five (5) years : (please complete reverse side).
3. I[ Jhave [ X ] have not participated, either as a party, witness, orin any spacity in any i

‘concerning custody of or visitation with this child, in any State or foreign country. If yes, complete below

2 Name of Court and State or foreign country in which itigation occurred:

b. When did the litigation occur:

©. What was the outcome of the liigation: ______

d_Attach 2l nlead: 1A Qrdlers filed in this litizati )

e. Edit Button

i (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii) edit
the information, and (iv) click the Save button when the edits are completed.

55! Domestic Relations Intake =)

Charged Offense Information

55 Domestic Relations Intake =)

Charged Offense Information

Offense Date  VCC Code Offense Descipti

S Offense Date VCC Code Offense Desciption P e o [eton
07725206 |CUS381549 | DETERMINA

Selected Offense Detals

Offense Date | 07/25/2016 Offense Date 07/25/2016 Add New Ofiense
VCC Code [CUS-3815 Sute [16.1:241 AB)

Selected Cffense Detals

[ Add Custosy tidavn | VCCCode CUS3BI5YS  [Find VCCCode | Staiute [16.1-241A)
Heading |CUSTODY

Heading |CUSTODY

Subheading [ JUVENILE AND DOMESTIC

Subheading [JUVENILE AND DOMESTIC

Description | DETERMINATION OF CUSTODY REQUIRED
Penaky Modiier [ Judge Ordered Detention Penaity Modfier | ~| [ Judge Ordered Detention

Intake Dispostion |02 - Petion Fied Intake Dispostion (02 - Peiion Fied ~]
ﬁlmllw=][ww]

f. Delete Button

i (i) Select an offense, and the row will be highlighted in b/ue, and (ii) click the Delete button.
g. File Petition Button
i.  Click the File Petition button and the Check Information Before Continuing screen will appear.

You CANNOT make any edits once a petition is filed. If you need to add another offense,
affidavit, or order at this time, click the No button.

Descripion | DETERMINATION OF CUSTODY REQUIRED

Check Information Before Continuing [=]
Please be aware that after saving petition you will
not be able to edit selected offense’s information

Offense Date: 07/25/2016
VCC Code: CUS-2815-9

Would you like te continue?
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1. If the information is complete, click the Yes button, and the Petition screen will appear.
Once you click

the Yes button,

a5 Petition 52
the petition is Domestic: Relations Intake - Intake Case Number (CN): 36
Sent to the Juvenile # Juvenile’s Name DOB
Petitioner’s Name:
Virginia Offens Ifomation
Supreme COUFt Offense Date 'VICC Code Statute Offense Number
Description  DETERMINATION OF CUSTODY REQUIRED
and cannot Petiton kiomation
Petition: Date ~  Time AM 2 Juvenie’s Age at the Date of Petition {Years - Mortths)
make any o
changes to the HE IS A CHILD WHOSE CUSTODY REQUIRES DETERMINATION BETWEEN THE PARTIES, PURSUANT TO §16 1241
L. (A.2) OF THE 1950 CODE OF VIRGINIA AS AMENDED.

petition. If there
|S an eI"rorl you Child Held in Custody? Yes No o N/A Do not print juvenie’s
should create a Flace of Detertion or Sheller Care. | No Sefection Was Made -] ;id: E::;’;:m‘

HY Taken into Custody: Date [ Time + Edukaﬂmandpﬁane
new petltlon Placed in Detention or Shelter Care: Date 07 Time z Delete
and must - View / it
contact the
Supreme Court
to inform them a. All the information in the Domestic Relations — Intake and Offense Information
of the mistake. sections will auto-populate.
You will need to b. The Petition Date and Time will auto-populate to the date and time the Petition screen
provide the .
Supreme Court was opened. If you would like to change the date, select the date from the calendar
with the original screen. If you would like to change the time, highlight the hour, minutes, or seconds
and new SC#. fields and click the up or down arrows until the correct time is displayed OR highlight

the hour, minutes, or seconds fields and type in the new time.
c. The Offense Text will auto-populate standard language for the selected offense. You

The Copy

Offense Text can edit the information in the Offense Text textbox.

button is helpful d. If the detention-related questions do not apply, leave the fields blank.

when entering e. Check the Do not print juvenile’s address and phone checkbox if the juvenile’s
?fi:r?sn;e'l'ext or information needs to remain confidential.

multiple f. Check the Do not print confidential adult address and phone checkbox if the adult’s

juveniles at the information needs to remain confidential.

same time. (i) g. Click the Save button and the SC # will auto-populate.

Click the Copy h. Inorder to edit the petition, (i) click the Edit button, (ii) edit the information, and (iii)
g::fg:e(;;e:t . click the Save button once the edits are completed.

the off'enseyp i. Inorder to delete the petition, click the Delete button, and the Please Confirm Delete
Number, and Operation screen will appear. If you delete the petition, you will return to the Custody
(iii) click the Ok Petition tab in the Domestic Relations Intake screen.

button. j. Inorder to view or print the petition, click the View/Print button, and the completed
Printing the petition will appear. From this screen, you can view, print, or save the custody petition.
same petition

multiple times ] Dim;m S = < Virginia Department Of Juverile Justice _ - =

will not change daverie # davenie's Name oo T TR —

the SC#. Pateneine — -

iz T Commonvezlth of Virginia VA. CODE §§ 161262, 161263 "7TTTTtoooToood
Offense Date VCC Code Statute OffenseNumber || || TR
DAfEOFRERDG
Descrption  DETERMINATION OF CUSTODY REQUIRED
______________________________________________________________ Juvenile and Domestic Relations Dis
e TR Inre a Child under eighteen years of age

Petition: Date Time Juverile's Age o the Date of Pettion (Years - Morths) CHILDS NANE 55 DATEOFERTE
Offense Text | Copy Ofiense Text L 2 -
HE IS A CHILD WHOSE CUSTODY REQUIRES DETERMINATION BETWEEN THE PARTIES, PURSUANT TO §16.1-241 CHILD'S ADDRESS
(A.3) OF THE 1950 CODE OF VIRGINIA AS AMENDED. 2
NANE OF PARENT £y DATEOFBRI
5.
ADDRESS OF PARENT
Chid Heldin Custody? ' Yes | No ‘o NiA Do not print juverilk's 6
address and phone -
Place of Detertion or Sheker Care  No Selection Was Mads _ _ _ |
Do ot pint sorfidential NANE OF PARENT 5y DATE OF BRI
Taken irto Custody: Date Time adult address and phone 7.
Placed in Detertion or Shelter Care: Date Time: DORESS OF FARENT
8
sc# 160 # View / Pint GUARDIANLEGAL CUSTODIAN OF PERSON IN LOCO PARENTIS NANE AND ADDRESS S
a 0 ,

k. In order to exit the Petition screen and return to the Domestic Relations Intake screen,
click the Close button.
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2. Add Support Petition Button
Multiple VCC’s a. Click the Add Support Petition button and the Support Petition tab will appear.

can be added to

a petition/order. T
Intake Case | Nanative | Gustody Pefition | Custody Affidavit | Support Fetition

Charged Offense Information

Intake Petiion
Offense Date  VCC Code Offense Descrption PM Deo % Pimed

Selected Offense Detals

Offense Date 07/25/2016 | Add New Ofiense

VCCCode DES-382543  [Find VOCCode |  Statute [16.1241(A3)
Heading |DESERTION AND NONSUPPORT

Subheading ‘ JUVENILE AND DOMESTIC
Deserption | SUPFORT IS SUBJECT OF CONTROVERSY / REGUIRES
Penalty Modfier <] [ Judge Ordered Detertion

Intake Dispostion (2. Pettion Fied -]

b. The Offense Date, VCC, Statute, Heading, Subheading, Description, and Intake Disposition will
auto-populate.
i If you need to add a different VCC, (i) highlight the auto-populated VCC, (ii) press the Back or
Delete key, (iii) click the Find VCC button, and the Search Offense screen will appear. You can
search for an offense by Statute, VCC, Heading, Sub-Heading, or Description. The Use
Wildcard?* checkbox will be selected automatically. If you do not want to use the wildcard
Click the Find function, uncheck this box. (iv) Click the Find button and a list of VCC’s and Offense
button if you Descriptions will be generated which meet the search criteria. (v) Select a VCC, and the row
would like to will be highlighted in blue, (vi) click the Ok button, and you will return to the Support Petition

select a support- tab.
related offense

without

entering any

information into

the search

fields.

a5l Search Offense =]

Statute

161-241(1) ol S AFTER SEPARATED

204910 . DETERMINATION

2061 DESERTION GR NONSUPPORT OF SPOUSE OR CHILDREN

2088 FAILURE BY CHILDREN TO SUPFORT PARENTS

16.1-241(A3) SUPPORT IS SUBJECT OF CONTROVERSY / REQUIRES DETERMINATION
16.1-243(B) TRANSFER OF VENUE

16.1-241(Q) DETERMINATION OF PATERNITY

c. (i) Select the Intake Disposition from the drop-down menu, (ii) click the Save button, and the saved
information will appear in the Charged Offense Information section.

o P.ﬂ Domestic Relations Intake =y
Intake Case | Namative | Custody Petion | Custody Afidavt | Support Petiion

Charged Offense Information Charged Offense Information

Intake Fettion

e feion Offense Date VCC Code Offonse Desciption P e o fetten

Gffense Date  VCC Code Offense Desciption PM D 90 prjed

07/26/2016 | DES-382549 SUPPORT IS SUBJECT OF CONTROVERSY / REQUIR. 02

Selected Gfense Detals

Offerse Date 07/25/2016 |~ Add New Offense Offense Date [07/26/2016

Selected Offense Detals

VCC Code |DES-382543 Satute [161241A47)
Headng |DESERTION AND NONSUPFORT
Subheading |JUVENILE AND DOMESTIC
Description | SUPPORT IS SUBJECT OF CONTROVERSY / REQUIRES
Penaity Modier [ Judge Ordered Detention

Intake Disposition | 02 - Peition Fied

VCCCode DES382549  [Find WCCCode |  Staiute [16.1241(A3)
Headng |DESERTION AND NONSUPFORT
Subheading |JUVENILE AND DOMESTIC
Descrption | SUPPORT IS SUBJECT OF CONTROVERSY / REQUIRES
Penaty Modfir [ ~| [] Judgs Ordersd Datertion

Intake Dispostion (02 Petiion Fied -]

i
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d. Add New Offense Button
Multiple VCC’s i If another offense needs to be added to the petitioner/order, (i) click the Add New Offense
can be added to button, and the Selected Offense Details fields will become accessible, and (ii) repeat the steps
a petition/order. above to add another offense.

o5 Domestic Relations Intake =]

Charged Offense Information

55l Domestic Relations Intake =]

Charged Offense Information

rtake Petiion
PM Dep. O pred

Cffense Date

rtake Pettion
PM Diep. 0 prted

Selected Offense Detals Selected Cffense Detals

Intake Disposion | 02 - Petition Fied Itake Dispostion | -]

C= ) (o] (o) -

Offense Date |07/25/2016 Cffense Date 07/25/2016 v | Add New Offense |
VEC Code [DES3825.03 Staute [161241A3) VEC Code Find CC Code | Statute [
Headng [DESERTIONANDNONSUPPORT Headng |
Subheadng | JUVENILE AND DOMESTIC Sibheading |
Description | SUPPORT IS SUBJECT OF CONTROVERSY / REQUIRES Description |
Penaty Modfier | [] Judge Ordered Detertion Penalty Modfier | <] [ Judge Ordered Detertion

Edit Button
i (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii) edit
the information, and (iv) click the Save button when the edits are completed.

rtake Petiion
PM Dep. O pred

e.

=) [@

Intake Case | Namative | Custody Pettion | Custody Affidavit | Support Petition

55! Domestic Relations Intake

ve | Support Peiion

Charged Offense Information Charged Offense Information

Offense Date  VCC Code Ofense Desciption M 'B“Z‘;E o Fetton Offense Date  VCC Code Ofense Desciption
07/26/2016 | DES-3825+

SUPPORT IS SUBJECT 5Y / REQUIR..

Selected Cffense Detals

Selected Offense Detals

Offense Date | 07/26/2016 Offense Date 07/25/2016
VCC Code |DES-3825-J3 Statute [16.1-241(A.3) VCCCode DES-382513  [Find VCCCode |  Statute [16.1-241(A.3)

Heading [DESERTION AND NONSUPPORT

Subheading [JUVENILE AND DOMESTIC

Description | SUPPORT 15 SUBJECT OF CONTROVERSY / REQUIRES

Heading [DESERTION AND NONSUPPORT
Subheading [JUVENILE AND DOMESTIC
Description | SUPPORT IS SUBJECT GF CONTROVERSY / REQUIRES

Penaty Modfier

[] Judge Ordered Detertion

Intake Dispostion |02 - Pettion Filed
\

| [ Fie Pettion |

-lmllneee

Penaity Modfier |

=] [ Judge Ordered Detertion

Itake Dispostion (02 - Pettion Fled

=)

Add New Cffense

f. Delete Button

Once you click
the Yes button,
the petition is g .
sent to the .
Virginia

Supreme Court
and cannot

make any
changes to the
petition. If there
is an error, you
should create a
new petition

and must

contact the
Supreme Court
to inform them
of the mistake.
You will need to
provide the
Supreme Court
with the original
and new SC#.

1.

Revised: 6/2017

i (i) Select an offense, and the row will be highlighted in b/ue, and (iii) click the Delete button.
File Petition Button
Click the File Petition button and the Check Information Before Continuing screen will appear.

[=]

Check Information Before Continuing

'\

Please be aware that after saving petition you will
not be able to edit selected offense’s information.

Offense Date: 07/26/2016
VCC Code: DES-3825-19

Would you like te continue?

You CANNOT make any edits once a petition is filed. If you need to add another offense,
affidavit, or order at this time, click the No button.

If the information is complete, click the Yes button, and the Support Petition screen will
appear. This screen consists of the Petitioner and Respondent Information tab, Support
Petition (SP) — Part 2 tab, SP — Part 3 tab, SP — Part 4 tab, and SP — Part 5 tab.
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a4l Support Petition

SEE]

Petitioner and Respondert Information | Support Petition (SP) - Part 2 | SP - Patt 3 | SP - Part 4 | SP - Part EE

Petitioner Respondart
Name Name [
Dateot Bith | ssN [ DateofBith | sse [
Addess | Adess |
V— l—
Phones:Home |  Csl [ FPhonestHome | cel [
Wok [ Edention | wek [ Bdertion |

Drver's Lic. # State lssued Dver's Lic. # State lssued
Employer Employer
Emp. Address Emp. Address

View / Edi Pefiioner View / Edit Respondent

Petition Date - Wiorker Name |

populate.

button, and the Adult Information screen will appear.

button, and the Adult Information screen will appear.

the date, select the date from the calendar screen.

petition information.
Click the Support Petition (SP) - Part 2 tab.

ol Support Petition

The pettioners's information #hould be provided on = separate sheet because () a protective order has been issued, or
(@ the pettioner allsges that the petitioner s at risk of physical or emational ham from the other patty. or @ not applicable

The nis to the Court:

Petitioner repr

1. [7] That the parties have never been mamed

That there is a court order adjucicating the patemity of one or more of the subject of this pettion. If so, attach a copy.
Jo | )
I 5
- -Please specty Gty / Courty and State
That the respondert is ot least 18 years of age and is a child of the parer named below.

at the respondent and petioner were lawfuly mamisd on |

at the respondent and petioner were divarced on [

woree pending in

2 That child custody has been adudicated. F so. attach a copy of the order.

That an order conceming the support of the personis) for whom support is sought in this petiion has been entered
(Mtach most recent court onder)

That no other case for support for the below-named person(s) has been fied in any ofher court.

e I o B ve o DO Goe ]

All the information on the Petitioner and Respondent Information tab will auto-

In order to view or edit the petitioner’s information, click the View/Edit Petitioner

In order to view or edit the respondent’s information, click the View/Edit Respondent
The Petition Date will auto-populate to the current date. If you would like to change

The Worker Name will auto-populate to the name of the employee entering in the

i (i) Select the option that applies to the petitioner at the top of the screen, and the
not applicable option is selected automatically, and (ii) check all the options that
apply to the petitioner. If the selected checkbox requires additional information,

add the information at this time.
g. Click the SP - Part 3 tab.

e Support Petition

Petioner and Respondent Information | Support Pettion (SP)- Part 2| SP - Part 3
3. That the respondent has a legal dutyto provide support and maintenance for the followhg persons:
SSN

- Part 5

Summoned? Name DOB

Relatienship to Respondent

[ Edt

[ Delete

who resides at  petfioners address other address
4. Division of Child Support Enforcement (DCSE) © i / () isnot  involved inthis case.

5. That support of the persons who ars the subject(s) of this pettion is a subject of controversy or requirss because:
[THE PETITIONER ALLEGES THAT THE RESPONDENT HAS A DUTY TO SUPPORT HER CHILD(REN) AND THE
PETITIONER REQUESTS THAT A PROPER AMOUNT OF SUPPORT BE DETERMINED AND THE RESPONDENT BE
ORDERED TO PAY SUCH AMOUNT PURSUANT TO §16.1-241(4.3) OF THE 1950 CODE OF VIRGINIA AS AMENDED. ™
6. Alicense, cedificate, registration or cther authorization to engage in a profession, business, trads, occupation, or recreational

Respondent

activty issusd by the Commonweath of Virginia is held by
TYPE OF LICENSE

AGENCY GRANTING LICENSE LICENSE #

Petioner |

Em I ETm

Revised: 6/2017
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If the
petitioner’s
information
needs to be
added to the
Support Person
Information
section, click the
Paste
Petitioners
Information
hyperlink and
the information
will auto-
populate at the
bottom of the
screen.

If the petitioner
is not listed as a
contact for
juveniles in
BADGE, the
Petitioner is
listed as a
contact for the
following
juveniles
section will be
blank and the
Copy Selected
Juvenile button
will not be
accessible.
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Click the Add button and the Information for New Person screen will appear.

a5l Please Enter ALL Available Information for New Person 22

Petitioner is listed as a contact for the following juveniles

Relation Juvenile’s Name DOB SSN Copy Selected
I \—/J”“""E

Father to

Supported Person Infommation All Fields in Bold Are Mandatory
Person to be summoned? Paste Petifoners Information
Last Name Suffix
First Name Middle Name
Soc. Sec. # Date of Bith Age (YY-MM)
Relationship to Respondent | None -

| x| | cancel |

If the petitioner is listed as a contact for any juveniles in BADGE, the juveniles will

be listed in the Petitioner is listed as a contact for the following juveniles section.

1. If the juvenile for whom the support is being sought is listed in the Petitioner is
listed as a contact for the following juveniles section, (i) select a juvenile, and
the row will be highlighted in blue, (ii) click the Copy Selected Juvenile button,
and the information will auto-populate into the fields, and (iii) select the
juvenile’s relationship to the respondent from the Relationship to Respondent
drop-down menu.
a. For example, if the respondent is the male juvenile’s father, you would

select “Son” as the relationship to the respondent.

2. If the juvenile should be summoned to court, check the Person to be
summoned? checkbox.

If the petitioner is not listed as a contact for any juveniles in BADGE, or if the

juvenile for whom the support is being sought is not listed in the Petitioner is listed

as a contact for the following juveniles section, (i) type the Last Name, (ii) select a

suffix from the drop-down menu, and type the (iii) First Name, (iv) Middle Name,

(v) Soc. Sec. #, and (vi) Date of Birth. The Age (YY-MM) will auto-populate based on

the Date of Birth. (vii) Select the juvenile’s relationship to the respondent from the

Relationship to Respondent drop-down menu.

1. If the juvenile should be summoned to court, check the Person to be
summoned? checkbox.

Click the Ok button and you will return to the SP-Part 3 tab. The juvenile for whom

the support is being sought will appear in the That the respondent has a legal duty

to provide support and maintenance for the following persons section.

55! Support Petition o @[z
Petion for Support (Civi) - Intake Case Mumber (ICN): 36
VCC  DES-382549 sci#
| Petiioner and Respondent Information | Suppert Petion (SP) - Part 2 | SP -Fait 3 | SP -Part4 | SP-Part 5
3. That the respondent hias a legal duty to provide support and mairtenznce for the folowing persons:
Summoned? Name SSN 008 Relationship to Respondent
Edit
Delete

who resides 2t (©) pefiioner’s address () other address
4. Division of Chid Support Enforcement (DCSE) ) is / ) isnet  involved inthis case.
5. That support of the persns who are the subjectis) of this pettion is 2 subject of cortroversy or requires determination because
[THE PETITIONER ALLEGES THAT THE RESPONDENT HAS A DUTY TO SUPPORT HERCHILDREN) AND THE _ »
PETITIONER REQUESTS THAT A PROPER AMOUNT OF SUPPORT BE DETERMINED AND THE RESPONDENT BE
IORDERED TO PAY SLICH AMOUNT PURSUANT TO §16.1-241(4,3) OF THE 1950 CODE OF VIRGINIA AS AMENDED. ™
6. Alicenss, certficats, registration or other autherizstion to ngags in a profession. businsss, trads, aooupation, or recreational
activity issued by the Commormwezlh of Viginia s held by
TYPE OF LICENSE.

AGENCY GRANTING LICENSE LICENSE #
Respondent
Petitioner
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vi.

Vii.

viii.

h.

Revised: 6/2017

If you need to add another juvenile, (i) click the Add button, and (ii) repeat the
steps above.
In order to edit an existing juvenile, (i) select a juvenile, and the row will be
highlighted in blue, (ii) click the Edit button, and the Edit Information for Supported
Person screen will appear, (iii) edit the information, and (iv) click the Ok button
when the edits are completed.
In order to delete a juvenile from the That the respondent has a legal duty to
provide support and maintenance for the following persons section, (i) select a
juvenile, and the row will be highlighted in blue, and (ii) click the Delete button.
Check all the options that apply to the petitioner. If the selected options require
additional information, add the information at this time.

Click the SP - Part 4 tab.

8l Support Petition (o= [=]
Petition for Support (Civil) - Intake Case Mumber {ICN): 36
VCC  DES-38259 sc#
Pettioner and Respondent Infomnation | Support Pettion (SF)- Pait 2 | SP-Patt 3| SP-Fari 4 h
7. A Protective Order is curently in effect against Respondent. (©) Yes @ No Paste Peiiioner’s Name
Court issuing order State Expiration Date
Persc ected

The petitioner therefore prays that proper process be issued directing the respondent
to appear and answer this petition in Court. and that the Court

A. [T Make a finding in ts Order that the Respondent s the parent of the children named in this peition (patermity has not been
previously established).

Nother's: Name SSN Maiden Name
Respondent's: Name SsN
B. [[] Orderthe Respondert to fumish support as follows:

Child support per guidelines

Child support in the amount of per
Spousal supportin the amount of per
Combined chid and spousal support in the amount of per

Delete View / Prit

(i) Select the option that applies to the petitioner at the top of the screen and (ii)
check all the options that apply to the petitioner. If the selected checkbox requires
additional information, add the information at this time.

Click the SP - Part 5 tab.

o5l Support Petition o ®|[=]
Petition for Support (Givi) - Intake: Case Number (ICN): 6
VCC  DES-38259 sc#

Pettioner and Respondent Information | Support Pettion (SF)- Part 2 | SP - Pat 3 | 5P -Pan 4] SP-Pat 5 _»
B. Orderthe Responden to furish support as folows (Cortinued from Part 2):

Support for a child w rely and pemanertly mentally or physically disabled., and such disabilty exsted prior o
the chid reaching the ag orthe age of 19 f the child was a fulltime high school student, not sef-supporting
and living in the home of the parent sesking or receiving child support: i) unable to live independently and support
himsekf and i) residing in the home of the parent seeking support

Support for 2 parent in necessitous circumstances
in the amount of per as determined by the court
C. Enteran order or require the Respondent to enter into an agreemert creating a wage assignment or income deduction to
enforce any orders entered in the case as the responding court desms appropriate.
D. Orderthat all paymerts be made () directly o the payee / () to orthrough the VA DSS orits contractors / ) N/A
E. [[] Provide in the order that Respondent fumish heath insurance coverage. including dertal and vision care coverage. i
avalabie. for the dependents and for delivery of the documents necessaryfor the Use of such coverage to the dependerts
F. [T Provide in the order that parerts share the cost of any reasonable and necessory unreimbursed medical or dental expenses
for each child who is the subject of the obligation in proportion to their gross incomes.
G. [7] Require the Respondent to post a peformance bond

1 requests the granting of such ether and further reiief as the law provides

Delete View / Prnt

(i) Select the option that applies to the petitioner at the top of the screen and (ii)
check all the options that apply to the petitioner. If the selected checkbox requires
additional information, add the information at this time.

Type the petitioner’s additional requests in the textbox.
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j.  Click the Save button and the SC # will auto-populate.

a5l Support Petition (=)@ ][=]
Pettion for Support (Civi) - Intake: Case Number (ICN): 36
VCC  DES-38259 sc# 62

Petiioner and Respondent Infomation | Support Petiion (SF) - Part 2 | SP - Pait 3 | P -Fai 4| SP-Fart 5 |
B. Orderthe Respondent to furi

pport s follows (Continued from Part 4):
Support for a child who. rely and pemanently mentally or physically disabled, and such disabilty exsted prior to
the child reaching the age of 18, or the age of 19 f the chid was a fulltime high school studert. not sef-supporting
and living in the home of the parent seeking or receiving child support; i) unable to live independently and support
himself and fi) resicing in the home of the parert sesking support
Support for a parent in necessitous circumstances
in the amount of per as detemined by the cout.
C. Enteran order or require the Respondent to enter into an agreemert creating a wage assignment or income deduction to
enforce any orders ertered i the case s the responding court deems appropriate
D. Orderthat all paymerts be made @ directytothe payes / () to orthrough the VA DSS or its contractors / ) N/A
E. [[] Provide in the orderthat Respondent fumish heatth insurance coverage. including dental and vision care coverage. f
avalable. for the dependents and for delivery of the documents necessany forthe use of such coverage to the dependents
F. [] Provide in the order that parerts share the cost of any reasonable and necessory unreimbursed medical or dertal expenses
for each child who is the subject of the obligation in proportion to their gross incormes.
G. [Z] Require the Respondent to post a perfomance bond.
Fetitioner further requests the. granting of such other and further refef as the law provides

Edt | | Delete | | Vew/Pint | [ Cose

k. Inorder to edit an existing petition, (i) click the Edit button, (ii) edit the information,
and (iii) click the Save button when the edits are completed.

|. Inorder to delete the petition, click the Delete button, and the Please Confirm Delete
Operation screen will appear. If you delete the petition you will return to the Custody
Petition tab in the Domestic Relations Intake screen.

m. In order to view or print the Petition for Support (Civil) related to the intake case, click
the View/Print button, and the complete petition will appear. From this screen, you
can view, print, or save the petition.

a5l Support Petition [=][= =] o Virginia Department Of Juvenile Justice
‘Petition for Support (Civil) - Intake Case Number (ICN): 36
VCC  DES-382549 sc# 62
1 of 2 b b & |- | 100%
| Pettioner and Respondent Information | Suppot Petiion (SP)- Part 2 | SP-Part 3 | SP-Part 4 | SP-Patt5 | PETITION FOR SUPPORT (CIVIL)
B. Order the Respondert to fumish support as follows (Continued from Part 4) Commonmwealth of Virginia VA CODE 88 16.1-241¢4) (3), 16.1-278.15, 20-88

Supportfor a chiid wh erely and pemanently mertzly or phys existed priorto
the chid reaching the age of 18, or the age of 191 the child was a fulltime high school studert, n perting
and living in the home of the parent seeking or receiving chid support; ) unable to live independertly and support --
himsef and (i) resicing in the home of the parent seeking support.
Support for a parent in necesstous circumstances
in the amount of per as detemmined by the court
C. Enter an onder or requirs the Respondentto erterinto an agrsement creating a wage assignment or income deduction to
enforce any orders entered in the case as the respanding ceurt deems appropriate:
D. Orderthat all payments be made © directlyto the payee /() to orthrough the VA DSS orts contractors / () N/A
E. [T Provide in the orderthat Respondent furmish hesth insurance coverage. including dental and vision care coverage, i

il disabled, and such dis:

Social Security No. Social Secusity
avaible, forthe dependerts and for delivery o the documerts necessay for the use of such coverage to the dspenderts N
F. [0] Provide i the order that parents shars the cost of any reasoniable and necessory unreimbursed medical or dertal expenses Driver's License No. and State Driver's License No. and State _____________
for each child who is the subject of the cbiigation in propotion to their gross incomes

G. [[] Require the Respondent to post a perfermance bond. Telephone No. (H)
Petfioner further requests the granting of such cther and further rlief as the law provides

Telephone No. ()

Date of Birth Date of Birth.

Bt | | Dekte | | View/Port ]-j ‘ - i - o

n. Inorderto exit the Support Petition screen and return to the Domestic Relations Intake
screen, click the Close button.
3. Add Protective Order Button
a. Click the Add Protective Order button and the Protective Order tab will appear. The Offense Date

will auto-populate to the current date. If you would like to change the date, select the date from
the calendar screen.

85! Domestic Relations Intake =]
otective Order

Charged Offense Information

Offense Dete  VCC Code Offonse Desciption P e o fen

Selected Offense Detals
Offerse Date  07/26/2016  + Add New Offense

VCC Code Statute
Headng
Subheadng
Descripton

Penatty Modfier Judge Ordered Detertion

Intake Dispostion [ -]
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i (i) Click the Find VCC button and the Search Offense screen will appear. You can search for an
offense by Statute, VCC, Heading, Sub-Heading, or Description. The Use Wildcard?* checkbox
will be selected automatically. If you do not want to use the wildcard function, uncheck this
box. (ii) Click the Find button and a list of VCC’s and Offense Descriptions will be generated
which meet the search criteria. (iii) Select a VCC, and the row will be highlighted in blue, (iv)
click the Ok button, and you will return to the Protection Order tab.

Click the Find
button if you
would like to
select a
protective
order-related
offense without
entering any
information into
the search
fields.

' The following
VCCs require

VCC Code Statute Offense Description
PRT-3864M1  16.1279.1 Vi

ORDER, FAMILY ABUSE

the petitioner or
respondent to
be UNDER the

PRT-3867-19

MOTION TO AMEND A PROTECTIVE ORDER

STK-2103-M 1

Stalking with intent o cause fear, assaut or inry

Preliminary protective order, famiy abuse

Protection order. famiy sbuse

EMERGENCY PROTECTIVE ORDER

Preliminary protestive order

age of 18: PRT-

3861-J9, PRT-

3862-J9, and

PRT-3863-)9. If

the petitioner or
respondent is b.
over the age of

18, or if their

(i) Select the Intake Disposition from the drop-down menu, (ii) click the Save button, and the saved
information will appear in the Charged Offense Information section.

age is not i __
provided, a = o Domestic Relations Intake
. . Namative | Protective Order Protective Order
warning will Charged Offense Infomation Charged Offense Infomation
appear. Offense Date VCC Code Offense Description Pu ke o petten Offense Date VCC Code Offense Description Pu ke o pton
07/27/2016 | PRT-383349 Preliminary protective order, family abuse
‘Selected Offense Detals ‘Selected Offense Detals
Cffense Dt 07/27/2016 = Add New Offense Offense Date [07/27/2016 Add New Offense
VCCCode PRT-38339  [Fnd VCCCode | Statute [16.1:253 VCCCode [PRT-3833J3 Statute [16.1253 [ Add Custoay Aficave |
Heading |PROTECTIVE ORDERS Heading |PROTECTIVE ORDERS
Subheading | Juvenie and Domestic Subheading | Juvenie and Domestic
Description | Prefiminary protective order. famiy abuse: Description | Prefiminary protective order. famiy abuse:
Penally Modfier <] [ dudge Ondered Detertion Penally Modfier ] Judge Ordered Detertion
Irtake Dispostion (2. Pettion Fed - Irtake Dispostion |02 - Petiion Fled
Cad =) me=
c. Add New Offense Button
i.  The Add New Offense button will not be accessible from this screen.
d. Add Custody Affidavit Button
“ Multiple VCC's i.  Click the Add Custody Affidavit button and the Custody Affidavit tab will appear.

can be added to
a petition/order.

55 Domestic Relations Intake =)

sy it

Custody Afidavits Attached to the Intake Case

55! Domestic Relations Intake =)

MNarative | Protective Order
Charged Gffense kfommation

Offenss Desciption P e o ften

Aiidavit #  Child's Name:

Gffense Date  VCC Code Child's Curent Address

07/27/2016 | PRT-38339

Preliminary proteciive order. family abuse

[ Dokt | [ ViewsPmm

Selected Offense Detals

Offense Date | 07/27/2016
VCC Code |PRT-38333

Heading |PROTECTIVE ORDERS

Add New Offense
[ Add Custody Affidavt h

Statute | 161253

Subheading | Juvenile and Domestic

Description | Preiiminary protective order. family abuse:

Penatty Modiier [ Judge Ordered Detention

Intake Dispostion | 02 - Pefition Fied

[ & ] [ bede | [FioPeion ]
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ii.  Click the Add button and the Custody Affidavit screen will appear. The screen consists of the
Affidavit Data tab, Address Information tab, and Affidavit Data (continue) tab. The petitioner
and respondent names will auto-populate into the affidavit.

[nf Custody Affidavit o

w:«navn Data | Adcress Irformation | Afidavi Data (confinue) |

CUSTODY AFFIDAVIT

hre: Paste Juvenile’s Name
crursnae

Petitioner's Name v, |Respondent's Name h
I. | Petitioner's Name the undersigned affiant. state the following information under oath:

[ ettain infommation has been omitted from this fom and submitted undsl seal because | allege that the heatth, safety oriberty of
a party or child would be jeopardized by disclosure. Another patty may request that a hearing be heldto determine whether this
information should be disclosed.

1. The child presently resides at Paste Juvenile’s Adress
here on B there continiously to this date.
Subscrbed and swom before me on - Intake Case Number (ICN) 36

iii.  Click the (i) Paste Juvenile’s Name and (ii) Paste Juvenile’s Address hyperlinks, and the
information will auto-populate.

ot Custody Affidavit =

Affidavic Data | Address Informatien | Afidavi Data (continue) |

CUSTODY AFFIDAVIT

e Tuvenile's Name Paste Juvenile’s Name
crursnane

Petitioner's Name  v. [Respondent's Name

I. | Petitioner's Name the undersigned affiant, state the following information under oath:

[ ettain infommation has been omitted from this fom and submitted undsl seal because | allege that the heatth, safety oriberty of
a party or child would be jeopardized by disclosure. Another patty may request that a hearing be heldto determine whether this
information should be disclosed.

1. The child presently resides at Paste Juvenie's Address
Juvenile's Address.

here on B there continiously to this date.

Subscribed and swam before me on - Intake Case Number (ICN) 36

iv.  Select the The child commenced residing there on date from the calendar screen.

v.  The Subscribed and sworn before me on date will auto-populate to the current date. If you
would like to change the date, select the date from the calendar screen. The time will auto-
populate to the time the Custody Affidavit screen was opened. If you would like to change the
time, (i) click the time, and the time fields will be highlighted in blue, and (ii) type the hour and
minutes of the time the petitioner is sworn before you. The Intake Case Number (ICN) will
auto-populate to the assigned ICN.

vi.  Click the Address Information tab.

”ue Custody Affidavit =]
Addross Information | Affidavit Data (continue)
2. Thelther places where and persons wih whom this child hias ived during the last five (5) years:
TmeResded  From  To Chids Address Person Resided wih
Time Resided Ferson with VWhom Chid Resided
Fom T Name: Frst Last

Address Where Chid Resided Curent Address of Person with Whom Child Resided
Address Address

Ciy: State: Cy: Stete:

Add Edt Delete
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If the juvenile has not lived at the current address for at least five years, (i) click the Add
button, (ii) type the time the child lived at the address in the Time Resided textbox, (iii)
select the date the juvenile started residing at the address from the From calendar screen,
and (iv) select the date the juvenile stopped residing at the address from the To calendar
screen.

Type the Address Where Child Resided. If the juvenile lived at the petitioner’s current
address, click the Paste Petitioner’s Address hyperlink, or if the juvenile lived at the
respondent’s current address, click the Paste Respondent’s Address hyperlink, and the
address information will auto-populate.

Type the (i) First and (ii) Last name of the person with whom the juvenile resided.

Type the Current Address of Person with Whom Child Resided. If the juvenile resides with
the petitioner at the current address, click the Paste Petitioner’s Address hyperlink, or if
the juvenile resides with the respondent at the current address, click the Paste
Respondent’s Address hyperlink, and the address information will auto-populate.

(i) Click the Done button when the information is complete. (ii) Continue to add all the
addresses where the child lived over the past five years until all the information is
completed.

In order to edit existing address information, (i) select an address, and the row will be
highlighted in blue, (ii) click the Edit button, and the fields at the bottom of the screen will
become accessible, (iii) edit the information, and (iv) click the Done button when the edits
are completed.

In order to delete address information, (i) select an address, and the row will be highlighted
in blue, and (ii) click the Delete button.

vii.  Click the Affidavit Data (continue) tab.

Revised: 6/2017

ol Custody Affidavit ) 5=

Affidavit Data | Address Information | Affidavit Data (continue) F
3.1 have have not participated, either as a party, withess, or in any other capaciy in any other tigation (court

proceeding) canceming custody of or visitation with this child, in any State orforeign country.  yes, complete below
a. Mame of Court and State or foreign courtry in which ltigation occured:

b. When didthe ltigation occured:

. What was the outcome of the ltigation

d. Attach a copy of al pledings and Orders fed in this itigation
41 do © donot have knowledge orinfomation of any proceeding that could affect this procesding. including but not
limited to custody, vistation, patemity, support, enforcement proceedings, proceedings related to domestic vilence, protective
orders. abuse and neglect. temnination of parental richts and adoptions. whichis pending in a court of this or any other State:

erfareign courtry. f yes, complete below:
. Name of Court and State orforeign country in which proceeding is pending

b. Attach a copy of ol pleadings filed in the ltigation

.1 do © donot ©  know of any persan who is not aiready named as a party nthis procesding who has physical
custody of this child or who claims to have custody or vistation rights with respect to chid. ff yes:
a. Name and address of person

b. Does this person have physical custody of the child?:  Yes No
. State why you believs this person clams to have custody visitation rights to the chid:
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1. (i) Select all the options that apply to the petitioner. If the selected options require
additional information, add the information at this time. (ii) Click the Save button and you
will return to the Custody Affidavit tab. The custody affidavit will be displayed in the
Custody Affidavits Attached to the Intake Case section. The information entered will auto-
populate into the custody affidavit form.

o5l Custody Affidavit =] 55l Domestic Relations Intake =]
Affidavit Data (continue) Custody Afidavit

3.1 have © havenot O participated. sther as a pary, winess, or in any other capacity in any other itigation (coutt
proceedng) concerming custody of or vistation wih this chid,in any State orforeign courtry. F yes, complete below
a. Name of Court and State orforeign courtry in which ltigation occured:
b. When didthe ltigation occured: | |

Custody Afidavits Attached to the Intake Case

Ffiidavit ¥ Chil’s Name: Childs Gurent Address

. What was the outcome of the ltigation: | ]

d. Attach a copy of allpleadings and Orders fled in this Itgation

41 do © donet ) have knewledgs orinfomation of any procesding that could affect this procesding, including but not
limted to custody, viskation, patemiy. suppot, erforcement proceedings. proceedings related to domesic viclence. proteciive
orders. abuse and neglect teminaion of parertal ichts and adoptions, which s pending n a court of this orany ather State

or foreign courtry. f yes, complete below [ A | [ Bt ] [ Coy | [ Deete | [ ViewPsn |
. Name of Court and State or foreign courtry in which —
b. Attach a copy of all plsadings fled i the ltgation
5.1 do O donot ©  knowof any person whoisnot dready named as a paty inthis proceeding who has physica
custody ofthis chid orwho clams to have custody or wih respect to.chid. f yes

a. Name and address of person:

viii. In order to edit an existing custody affidavit, (i) select a custody affidavit, and the row will be
highlighted in blue, (ii) click the Edit button, and the Custody Affidavit screen will appear, (iii)
edit the information, and (iv) click the Save button when the edits are completed.

b. Doesthis person have physical custody of the child?:  Yes © No ©
. State why you believe this person clamsto have y to the child

8 Domestic Relations Intake =] sl Custody Affidavit =]
 ieaka Cone [ arave [ sty peton | Cstody Hido Ao Dt A D3 o)
Custody Afidauts Atached to the tzke Case CUSTODY AFFIDAVIT
Affidavit #  Child’s Name Child's Current Address e Juvenile's Name Paste Juverile’s Name.
st

[ Petitioner's Name  v. [Respondent's Name

I. | Petitioner's Name the undersigned affiant. state the following information under oath:
Certain information has been omitted from this form and submitted undel seal because | allege that the health, safety o liberty of
a party or chid would be jeopardized by disclosure. Another party may request that a hearing be held to determine whether this

Edt [ coy | [ Deete | [ viewPm | information shouid be disclosed.
1. The child presently resides at Paste Juvenile's Address
Juvenile's Address
“The chid commenced residing there on [ and has resided there continiously to this dets.
Subscribed and swom before me on - Intake Case Number (ICN) 36

iX. In order to copy an existing custody affidavit, (i) select a custody affidavit, and the row will be
highlighted in blue, (ii) click the Copy button, and the Select Custody Affidavit Number screen
will appear, (iii) ensure the Affidavit # matches the affidavit you wish to copy, (iv) click the Ok
button, and the Custody Affidavit screen will appear, (v) edit the information, and (vi) click the
Save button when the edits are completed. The copied affidavit with the new information will
appear in the Custody Affidavits Attached to the Intake Case section.

a3l Custady Affidavit =]
Aficavit Data | Address Information | Affidavit Dta {continue)
CUSTODY AFFIDAVIT
frre: Tuvenile's Name Paste Jovenie's Name
cnosuae

[ Petitioner's Name  v. |Respondent's Name

I, | Petitioner's Name the undersigned affiant, state the following information under oath:

Certain information has been omitted from this form nd submitted undel seal because | allege that the healh, safety or iberty of
aparty or child wouid be jeapardized by disclosure. Another party may request that  hearing be held to deteming whether this

be disclosed.
Select Custody Affidavit Number 1. The chid presertly resides at: Paste Juvenile’s Address
Juvenile's Address
The child commenced residing there on (@' and has resided there continiouslyto this date.
Subscribed and swom before me on - Intake Case Number (ICN) 36
==
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X. In order to delete an existing custody affidavit, (i) select a custody affidavit, and the row will be
highlighted in blue, (ii) click the Delete button, and the Please Confirm Delete Operation screen
will appear.

Xi. In order to view or print the custody affidavit(s) related to the intake case, (i) select a custody
affidavit, and the row will be highlighted in blue, (ii) click the View/Print button, and the

completed custody affidavit will appear. From this screen, you can view, print, or save the
custody affidavit.

5! Domestic Relations Intake [=] B Virgiie Deportment OFfverale Justie ===
e Coe [ i [ty ot o
M 41 of 1) M | & @ @ |- | 100% N Find | Next
Custody Affidavits Attached to the Intake Case

‘nforcement Act Case No. i
Aidavt A Chids Name Crids Curent Address AFFIDAVIT (Uniform Ctild Custody Enfocement Ac)  CaseNo.
COMMONWEALTH OF VIRGINIA Va. Code § 20-146.20

[ ] Circuit Court

[X] Juvenile and Domestic Relations District Coust

777777777777777777777777777777777777777777 under oath:

[ ] Certain information has been omited from this form and submi because I allege safety or liberty of aparty
or child would be jeopardized by discl ‘party may determine whether this information should
be disclosed.

1. The child presently resides at

‘The child commenced residing there on

_ __ and has resided there continuously to this date.
2 The other places where and persons with wwhom this child has ived

(5) years

3. I[ Jhave [ X ] have not participated, either as a party, witness, orin any p any other it
‘concerming custody of or visitation with this child. in any State or foreign country. If yes, complete below:
2 Name of Court and State or foreign country in which kitigation oceurred:

b. When did the litigation occur:

©. What was the outcome of the litigation: __________
Pl

e. Edit button

i (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii) edit
the information, and (iv) click the Save button when the edits are completed.

55! Domestic Relations Intake =)

Narative | Protective Order

Charged Offense Information

3

Charged Offense Information

Offense Date  VCC Code Offense Desciiption M 'g::e 0 ﬁﬂfgg

Offense Date  VCC Code: Offense Desciiption M ‘B:::e o E::::;

Selected Offense Detals Selected Cffense Detals

OfferseDate | [ Add New Offense | Offense Date - | Add New Ofiense._|
VeCCode | Staiute [ Add Custosy tidavn | VCC Code Find VCC Code | Statute
Heading | Heading |

Subheading | Subhesding |

Descrption | Description |

Penaly Modfier [ Judgs Ordered Detention Penaty Modfier | =] [ Judge Ordered Detention

Intake Dispostion | Intake Dispostion [ ~]
ilmuua«uww -m

f. Delete Button

i (i) Select an offense, and the row will be highlighted in bl/ue, and (ii) click the Delete button.
g. File Petition Button
i Click the File Petition button and the Check Information Before Continuing screen will appear.
You CANNOT make any edits once a petition is filed. If you need to add another offense,
affidavit, or order at this time, click the No button.

Check Information Before Continuing =]
Please be aware that after saving petition you will
not be able to edit selected offense’s information.

Offense Date: 07/27/2016
VCC Code: PRT-3822-19

Would you like to continue?
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Once you click
the Yes button,
the petition is
sent to the
Supreme Court.
You cannot
make any
changes to the
petition. If there
is an error, you
will need to
create a new
petition and
must contact
the Supreme
Court to inform
them of the
mistake. You
will need to
provide the
Supreme Court
with the original
and new SC#.

If the petitioner
is under the age
of 18, the
Petitioner’s
Next Friend
and/or
Petitioner’s
Guardian
information
MUST be
provided.

BADGE Manual

1.

If the information is complete, click the Yes button, and the Petition for Protective Order —
Family Abuse screen will appear. This screen consists of the Petitioner Information tab,
Respondent Information tab, Protective Order tab, and Protective Order (continue) tab.

w4/ Petition for Protective Orcler - Family Abuse =

Potton for Potective Ordar (Famdy Aouse) - inake Cane b ICHE 36
WL PAT383348 sca

‘ o
The: Pettionss i nder 18 years old. Nest Fand and Guardans nformation shoud be provided.

Pettioners Next Frend
Hame. =

oo | Rspandent femston | Prsecis O | Potzciue O fariens)

View / Edt
s Age (fesrs - Mosthe) Address Cortidereal Posonu

The Petitioner information will auto-populate. In order to view or edit the petitioner’s
information, click the View/Edit Petitioner button, and the Adult Information screen
will appear.
If the petitioner is under the age of 18, the Petitioner’s Next Friend and Petitioner’s
Guardian sections will be accessible. If the petitioner is over the age of 18, the
Petitioner’s Next Friend and Petitioner’s Guardian sections will not be accessible.
Add Button
1. Click the Add button. You can search for Petitioner’s Next Friend or
Petitioner’s Guardian by Adult Number, Caseload Number, or by an Advance
Search. If the search does not return the adult and you have ensured that an
adult record does not exist, proceed with adding a new adult by selecting the
Add Adult option.

i Petition for Protective Order - Family Abuse =

Poton for Protective Order {Famy Aouse) - intake Case Number [CN}- 36
VEC PAT:3833u8 E

b Fspanient ot Ptechre O | Prstacv O i)

SN Age (fesrs - Mosthe)

The Pettioreris rvder 18 ysars ok, Nest Fiend and Guardar
Peationars Nest Frand

Hems Frore.

Pattoners Guasdan 2
Relatonsiip o Pestioner

& Refer to page 2 for instructions on how to search for an adult.

& Refer to page 4 for instructions on how to add a new adult.

Revised: 6/2017

View Button

1. Click the View button and the petitioner’s Adult Information screen will appear.
Click the Edit Adult Info button in order to edit existing information. The Edit
Information screen will appear.

Clear Button

1. Click the Clear button to remove the selected petitioner’s information from the
fields.
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C.

d.

Click the Respondent Information tab.

w4/ Petition for Protective Orcler - Family Abuse

Pettion for Protecive Crder (Famiy Abuse] - Intoke Coss Mumber (CN] 36
VCC PRT- s

......

The Respondent information will auto-populate. In order to view or edit the
respondent’s information, click the View/Edit Respondent button, and the Adult
Information screen will appear.

If the respondent is under the age of 18, the Respondent’s Guardian section will be

accessible. If the respondent is over the age of 18, the Respondent’s Guardian section
will not be accessible.

Add Button

1. Click the Add button. You can search for a Respondent’s Guardian by Adult
Number, Caseload Number, or by an Advance Search. If the search does not
return the adult and you have ensured that an adult record does not exist,
proceed with adding a new adult by selecting the Add Adult option.

i Petition for Protective Order - Family Abuse

Pettion for Protectve Crder Famiy Abuse) - sk Caos Musber (CNL 36
VOC PRT-3833

et o] oot Homato |gtacirnOrter] ractive e cimey

& Refer to page 2 for instructions on how to search for an adult.

# Refer to page 4 for instructions on how to add a new adult.

Revised: 6/2017

View Button

1. Click the View button and the respondent’s Adult Information screen will
appear. Click the Edit Adult Info button in order to edit existing information.
The Edit Information screen will appear.

Clear Button

1. Click the Clear button to remove the selected respondent’s information from
the fields.
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f.  Click the Protective Order tab.

sy Petiton for Pratectsee Orcler - Family Abuse =]
Petitoner hformaten. Prosmceve Crder | Protective Order fcortimue)
1. The Pestioer and Respondsnt are Wl or househeld members because: ;
# Pt e Fasprvits [ Ho Selcton Vo Mo ) Moot e
Fettioner and Fespondert 1 Selectn a1 Mada
Pattioner 3 chid of 3 parson .or conatted i2montne
Fettioner or conabied 12montra
2
] Ses accompanying afidant.
I Aovss tet
3. Othercases nvobvng the Petioner and Resoondsnt have /5 havarct been ted in Vigrva couts.
‘
Qy O Conty of

PETITIONER, THEREFORE. RESPECTFULLY REQUESTS that (7] a prokminary protocive crder (7] a profociive arder
and

approprste as alowed by law:

5] o famly e

7] Prebbtng such, = et o

E] Prohibtng such. or
ety JEMDUM. the dete of bish. gender. and race for sach
fimi o househokd member eted )

i (i) Select the options that apply to the petitioner. If the selected option requires
additional information, add the information at this time. (ii) Click the checkbox next
to each option that applied to the petitioner. If the selected checkbox requires
additional information, add the information at this time.

g. Click the Protective Order (continue) tab.

=4 et for Prateciove O - Family A =]

Fettorer iformaton | Respondent infommaon, | Protecewe Crder | Protective Orosr fortine]

[ Grartngthe Petiioner and Respon mer
Tha resdence i kesed ot

] Prekibiting the B Fsspondent resiore
premises deated shove, sechesly
] Grertrgme
Patonsr sone. decrisd st foloms:
Frobbiting the Respsrder from temnatigthe || reusance || mgitrton | tacea o tis metor vicle
Fsingthe Femondentto mactanthe | | narance | | mgmoton || tmes forthis metorvecie
5] Requitng thai he Feapandent provide sulable atemaive housingfor the.
Potfoner ] v ctvertamty o heuashld member ] encirecyéng e Respondent o pay depost) i connect
or estore recessary ity serce(s) 1 the alemative housing, sosclicaly

7] Granting tha Pationar possession of the compirion anmal desctbed as:

B g (UCCIEA affidave attached)
] Provide temporery suppert for minor chidren
1] Other rebef necessary for protecton:

Petition Date 08782016 = Worker Neme | Test sccourt for CSUT3

i.  Check all the options that apply to the petitioner. If the selected checkbox requires
additional information, add the information at this time.
ii.  The Petition Date will auto-populate to the current date. If you would like to
change the date, select the date from the calendar screen.
iii.  The Worker Name will auto-populate to the name of the employee entering in the
petition information.
iv.  Click the Save button and the SC # will auto-populate.

2 Petiton for Protectve O  Family A =)

Petizner bfomaian | Respandent ifomaton | Pratectve Order | Frolective Crer icortinue)

) Grring e Pettareronc Respar exchumon
s readence o beted s

] Frohibiing the B8 Respondert resiore
FrEEE———

[ Gering e
Fettcrer done, desbad a1 folows
Frohibng e Responcert fom femingirg the || rauance ] mgmnon [ tas on ths mator vehcks
Recyiing the Femondent o martanthe || nasance || mpsimion [ taues foris moer vefick

I Riaatng that the Psspondent prods utable stemate housng orhe

Pathioner (] and atramdy ox heuasold mamber ] anreauens the Aespondsnt 10 52y dsposte o connect

o esors recessry by s i he shemaivs s, seclialy.

7] Granting tha Pationar possession of the comorion anmal desctbed as:

] da (UCCJEA affidavi attached).
] Pravids tamoorary suopor for miner chidran
[ Other reef necessary for protection:

Petition Date Worker Neme

T T Y e
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h. In order to edit an existing petition, (i) click the Edit button, (ii) edit the information,
and (iii) click the Save button when the edits are completed.

i. Inorderto delete an existing petition, click the Delete button.

j. Inorder to view or print the petition, click the View/Print button, and the complete
petition will appear. From this screen, you can view, print, or save the petition.

R Pt Tor Protecins Oy~ Fardy PO =
RT3 T
| Pencrer rdematon | Respondent nfomation | Frotect Order | Froective Orcse fortinush H 41 of 2 b M | (0@ W~ 100%
B pomcanion o PETITION FOR PROTECTIVE ORDER-FAMILY ABUSE
[ R—
‘Commonwealth of Virginia ~ Va. Code §§ 16.1-241(M), 16.1-253.1, 16.1-279.1
]
| N I B
ooy o metcr vehice oty owmed byt pmnes scnmed vt || || Y
Petticoss sane, deecrived atfolows. esEODET
E . E sErmoNER
Privbting e Respordese fomteminstrgthe. | | waurance | | mgatrton || tauss o tis motor vafici
Raaiingthe Resgendert 1o mantanthe. [ marmes [ regutmton [ tamesfor s motor vehice To the Petitioner: Please provide your information
] Rensngthare - e ‘on Form DC-621, Nox DISCLOSURE ADDENDUM.

Felisoner [ and ove famdy of household mermber ] and recuing he Respondent 1o pay depost s} to comect ‘The undersignad Petitionar respectfully rapresents to the Court that
or escre cessary sy senvcels) n the alemative housrg, mechialy, 1. The Petitioner and Respondent are family or household members because
[ ] Peitioner is the Respondent’s

] peasesson of [] Petitioner and Respondent
4] Pettones L
] Prnide tomporery suppod for minor chiden

] Cnber ke necessany for protectm:

. The Respondnt is committing or, within & teasonable time, has comitted
the following acts of family abuse

9

[] Sesccompanying affidavit.

y L ...
Petition Dote Viorker Heme 3. Other cases involving the Petitioner and Respondent [ ] have [ ] havent been filed in Virginia courts.

. [1 AnEmergency Protecive Orderinvolving the partis i in effect and was issuedin the i
__ e | Dee | < m ] Vo

k. In order to exit the Petition screen and return to the Domestic Relations Intake screen,
click the Close button.
4. Add Abortion Petition Button

a. Click the Add Abortion Petition button and the Abortion Petition tab will appear.

You must enter
the Petitioner’s %
information and W
the petitioner

must be under
the age of 18 in
order to create

an abortion ‘Selected Offense Detals —
epe Offense Date  [E/01/2016 = Add New Offense
petition. - (st s |

VCCCode ABO-1408U5  [Find VCCCode | Statute [16.12410W)
Heading |ABORTION

Offense Date  VCC Code: Offense Description PM ‘g:;e o §,;“"‘:§

Subheading [JUVENILE AND DOMESTIC
Description | PETITION FILED FOR JUDICIAL AUTHORIZATION OF AN

Penaity Modier ~| [ Judge Ondered Detention

Intake Dispostion (02 - Peiion Fied -

b. The Offense Date, VCC, Statute, Heading, Subheading, Description, and Intake Disposition fields
will auto-populate.

c. If you need to change the Intake Disposition, (i) select the Intake Disposition from the drop-down
menu, (ii) click the Save button, and the saved information will appear in the Charged Offense
Information section.

Abortion Petiion

Harative | Abotion Peition

Charged Offense Information

e

Charged Offense Information

Offense Dete  VCC Code Offonse Desciption P e o ften

Offense Date VCC Code Offonse Desciption P e o fen

08/01/2016 | ABO-140849 PETITION FILED FOR JUDICIAL AUTHORIZATION OF 02

Selected Offense Detals

Selected Gfense Detals

Offerse Date /0172016 |~ Add New Offense Gffense Date | 08/01/2016 Add New Offense

VCCCode ABO-140845  [FindVCCCode | Staiute [16.124104)
Heading |ABORTION
Subheading |JUVENILE AND DOMESTIC
Descrption | PETITION FILED FOR JUDICIAL AUTHORIZATIONOF AN
Penaty Modfir [ ~| [] Judgs Ordersd Datertion

VCC Code |ABO-1408J3 Statute [16124100)
Heading |ABORTION
Subheading |JUVENILE AND DOMESTIC
Description | PETITION FILED FOR JUDICIAL AUTHORIZATION OF AN
Penalty Modfier | [] Judge Ordered Detertion

Intakce Dispostion (02 - Peftion Fied -] Intake Disposition | 02 - Peition Fied
Ca ) (e ] (onrusm)
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d. Inorder to edit an existing offense, (i) select an offense, and the row will be highlighted in blue, (ii)
click the Edit button, (iii) edit the information, and (iv) click the Save button when the edits are

ol ol
Charged Offense fomation Charged Offense fomation
Offense Date  VCC Code Offense Description PM 'B‘;:E a0 Petton Offense Date  VCC Code Offense Description M ‘B‘;:_E yo | Pelton

08/01/2016  ABO-14039 PETITION FILED FOR JUDICIAL AUTHORIZATION OF

Selected Offense Detals Selected Offense Detals

Offense Date | 08/01/2016 Add New Offense Offense Date [E/01/2016 |+ Add New Cffense

VCC Code | ABO-1408J8 Statute [16.1-2410) VCCCode  ABO-14088 [ Find VCCCode |  Statute [16.12410W)

Heading |ABORTION

Subheading [JUVENILE AND DOMESTIC

Description | PETITION FILED FOR JUDICIAL AUTHORIZATION OF AN
Penaity Modfier | =] [ Judge Ordered Detertion

Heading [ABORTION
Subheading | JUVENILE AND DOMESTIC
Descrption | PETITION FILED FOR JUDICIAL AUTHORIZATION OF AN
Penaty Modfier | [] Judge Ordered Detention

Intake Dispostion |02 - Pettion Filed

Intake Dispostion |02 - Petition Filed v]

S (o ] (enroim)

e. Delete Button
i (i) Select an offense, and the row will be highlighted in b/ue, and (ii) click the Delete button.
f. View Petition Button
i.  Click the View Petition button and the Abortion Petition Preview screen will appear. If you
would like the petitioner’s phone number listed on the petition, click the Yes button. If you
would like the petitioner’s phone number to be kept private, click the No button.

Charged Offense Information

Offense Date  VCC Code (Cffense Description PM ‘Ei:e 0 ;;m:;‘

Selected Offense Detais
Offense Date [ 06/01/2016 Add New Ofiense Abortion Petition Preview @
VCC Code [ABO-140845 Stetute [16.128104)
Heading |ABORTION

Sbbesdeg. [JUVENLE AND DOWESTIC ‘Would you like to show phone number on a petition?
Description |PETITION FILED FOR JUDICIAL AUTHORIZATION OF AN

Penalty Modfier [ Judge Ordered Detertion

Intake Dispostion |02 - Pettion Filed

[&llwe][hwm]ﬁ vee | [ Mo

ii.  The completed petition will appear.

H 41 of1h M |« @@ | H-| 100%
PETITION FOR JUDICIAL AUTHORIZATION OF ABORTION
Commonwezalth of Virginia  VA. CODE § 16.1-241(W)

PLEASE NOTE: All papers and hearings in this matter are confidential.

"SR LIRSS A SRR TTTTtTtT U AEGREREAT T R~ ki

L the undersigned, request this court to authorize a physician to perform an abortion pursuant to Virginia Code § 16.1-24
that the information given above is comrect, and that I have elected not to seek consent of an authorized person as defined
Code § 16.1-241(W).

"""""" AR 7T T T T -
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The notes in the
Narrative tab
MUST be
thorough.
Include detailed
information
about the
intake, such as
direct
statements or
observations.
These notes will
be used for
future reference
by other case
workers or
supervisors
and/or may be
used in court.

Notes must be
fact-based
statements
ONLY.
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Narrative Tab

1. Click the Narrative tab.

55 Domestic Relations Intake =]

Namative
ntale Case Namative History
@ Forduvenle  © For Respondent

ICN FIPS Worker Name Date Opened  Date Closed

Selected Intzke Case Namative

2. The For Juvenile screen will be selected automatically, (i) select the ICN associated with the opened
intake case, and the row will be highlighted in blue, (ii) click the Edit button, and the Selected Intake
Case Narrative textbox will become accessible, (ii) type a detailed description of the intake, and (iv)
click the Save button when the notes are complete.

e = rm
Intake Case | Namative Intake Case | Marative
Intake Case Narmative Histor Intake Case Namative History
© For Juvenie (©) For Respondent © For Juvenie (©) For Respondent
ICN FIPS ‘Worker Name: Date Opened  Date Closed ICN FIPS ‘Worker Name: Date Opened  Date Closed

Selected Intzke Case Narative

l Selected Intake Case Narative

3. (i) Select the For Respondent checkbox, (ii) select the ICN associated with the opened intake case, and
the row will be highlighted in blue, (iii) click the Edit button, and the Selected Intake Case Narrative
textbox will become accessible, (iv) type a detailed description of the intake, and (v) click the Save
button when the notes are complete.

Revised: 6/2017

55! Domestic Relations Intake =]

Iniake Case | Namative

Intake Case Namative Htory
© Forduvenle @ For Respondent
IcN FIPS e Dt Opened  Date Closed

Selected Intake Case Namative

£
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When creating a
new delinquent
intake, you must
enter the
juvenile’s
information
because all
related Juvenile
Delinquent/Stat
us Intake
actions being
with the filing of
a petition
against a
juvenile.

If the adult is
not found, a
message will
appear advising
that there are
no matches.
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Juvenile Delinquent / Status Intake

From the Juvenile Delinquent/Status Intake screen, you can create a new juvenile intake and file court
summons and bench warrants.

Juvenile Number D08 Age (Years - Months)

Intake Case Number (ICN): Will be assigned after saving

Court Distict [ Fichmond Gy (€5U) FIPS [760 - Fichmond
Open: Date 07/06/2016 w Tme 123359FM 12/ Close Date

R —

a5l Juvenile Definquent/Status Intake ]
ntake Case
Pettioner’s Information
[F] Unknown?  SSN | Name | View | [ Clear
Respondent’s Information
[ Unknown? 55N [ Name | Add | | View | | Clear
Juvenie’s bformation
SsN | Name | View | [ Clear

|

Mandatory fields displayed in bold

Worker |

Keyed By | Test account for CSU13

[

Copy Intake
Case

View / Print
Intake Report

View Supreme:

l =3 l Court Details

Offenss History
Summary Report

Intake Case Tab

1.

Petitioner’s Information
a.

Click the Add button and the Adult Search screen will appear. This screen consists of three adult

search options. If the search does not return the adult and you have ensured that an adult record
does not exist, proceed with adding a new adult.

85 Juvenile Delinquent/Status Intake

Intake Case

Pettioner’s Information

Unknown? ~ SSN | Name |

Respondert's Infornation
[ Unknown? 55N [ Name [

Juverile’s Infomation
SN | Name |
duvenie Number D08 Age (Years - Months)
Intake: Case Number (ICN): Will be assigned after saving
Court District

[=]
= 4

FIPS

Open: Date. ~  Tme [ CossDate |

e e Petoner e
Mandatory fields displayed in bold

Worker | Keyed By |

a5 Adult Search

l — l ‘ Cap‘gmske

se

View / Print
ntake Report

e

View Supreme
Court Detais

Offense Hisloy
Summary Report

i Adult Number Button

1. (i) Click the Adult Number button, (ii) type the Adult Number, (iii) click the Find button, and
the Adult Information screen will appear, (iv) review the Adult Information screen to ensure
the correct adult is found, and the adult’s information will auto-populate into the fields, (v)
click the Close button, and you will return to the Intake Case tab.

a5 Adult Search

Ad Infomation | Address / Phones / Emai | Employment Infomation | Associated Juvenies |

Adut efomation

Hegt [0 [t Weg [ CobrEyes Har
Mertal Sats |
Docket # (Adington CSU)
Driver's License Information

Drivers Lioense Number State License lssued

15 US. Ctizen?

% Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult

Information screen.

Revised: 6/2017
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If the adult is
not found, a
message will
appear advising
that there are
no matches.

Conduct an
Advance Search
for each
criterion
separately.
Entering
multiple criteria
may be too
specific to yield
any results.

In order to yield
broader search
results, type
ONLY two or
three characters
of the last and
first name, and
select Use
Wildcard.

If the intake
officer did not
indicate that the
adult is an LEO,
you will not find
the adult using
this option. It is
best to search
for the officer
by name and
the City, if
known.
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ii. Caseload Number Button

1.

(i) Click the Caseload Number button, (ii) type the Caseload Number, (iii) click the Find
button, and the Adult Information screen will appear, (iv) review the Adult Information
screen to ensure the correct adult is found, and the adult’s information will auto-populate
into the fields, (v) click the Close button, and you will return to the Intake Case tab.

ag! Adult Search

At fomation | Adess /Phones / Enai

A fomston
e [ [
Ve Ssos |
Docket # (Adington CSU)
Onvers Lcense fomtion

Drivers icense Number. State License ssued

" Wegnt [ CdorEyes Har

15 US. Ctizen?

#®  Refer to Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult

Information

screen.

iii. Advance Search Button

1.

9.

Click the Advance Search button and the fields at the bottom of the screen will appear.

o5l Adult Search

Type the Last Name.

Click the Use Wildcard checkbox and the advance search will match any character or
sequence of characters that you put in the Last Name field.

Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
Type the First Name.

Click the Use Wildcard checkbox and the advance search will match any character or
sequence of characters that you put in the First Name field.

Click the Include records that have no values for suffix and DOB checkbox and the search
results will generate a list of names which meet the search criteria, even if the adult entry
does not list the date of birth or suffix.

You can search for an adult by including the Date of Birth ONLY. If you do not know the
date of birth, click the Include records that have no values for suffix and DOB checkbox.
Select the Gender by clicking All, Male, or Female.

10. Search using the adult’s Social Security Number by typing it into the SSN textbox.
11. Search using the adult’s city by typing it into the City textbox.

Revised: 6/2017
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12. If you are searching for a law enforcement officer, you can (i) click the checkbox next to the
Is Law Enforcement Officer (LEO)? option, and the LEO Badge # textbox will become
accessible, and (ii) type in the LEO Badge #.

In order to clear 13. Search using the adult’s home, work, or cell phone number by typing it into the Phone
all the textbox.
information in . . . . .
the search 14. In order to include adults with open workloads in the search results, click the Find Adults
fields, click the with Open Workload checkbox.
Clear All button. 15. Click the Find button and any records matching the criteria entered will appear in the
Search Results screen.
e
If the adult is
not found, a Adult Search B
message will
appear advising i, Nomatches. Please change your crteria.
that there are
no matches.
OK
e | =
a. Ifthe Search Results screen consists of multiple results and you are unsure of which
adult is the one you are searching for, (i) select an adult, and the row will be highlighted
in blue, (ii) click the View Info button, and the Adult Information screen will appear
WITHOUT auto-populating the information into the fields. (iii) Review the Adult
Information screen to ensure the correct adult is selected, and when you find the
correct adult, (iv) exit the Adult Information screen, (v) click the Select button, and the
adult’s information will auto-populate into the fields.
b. If you are sure of which adult is the one you are searching for, (i) select an adult’s
name, and the row will be highlighted in blue, (ii) click the Select button, and the Adult
Information screen will appear, and the adult’s information will auto-populate into the
fields, (iii) review the Adult Information screen to ensure the correct adult is selected,
(iv) click the Close button, and you will return to the Intake Case tab.
& Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult
Information screen.
iv.  Add Adult Button
1. If the search does not return the adult and you have ensured that an adult record does not
Add Adult will

exist, proceed with adding a new adult. Click the Add Adult button and the fields at the
create a new

adult record bottom of the screen will appear.
with a unique
Adult Number. o0 Adult Search =2
All information At N
pertaining to Caseload Number
this adult will be Advance Search
found under the # © fedda
assigned adult =D —
number. —
Date of Bith (MM/DD/YYYY)
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a0 oo

Type the Last Name.

Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
Type the (i) First Name and (ii) Date of Birth, and (iii) click the Add button.

If the system finds possible matches, the Add New Adult screen will appear.

Add New Adult 22

&% System has found possible matches with the information you have
! entered.
Tt is advised that you review all possible matches. Would you like to
search for these matches?

Yes No

If you would like to review the possible matches, click the Yes button, and you will
return to the Advance Search button in the Adult Search screen. The Last Name,
Suffix (if applicable), First Name, and Date of Birth information will auto-populate
into the Advance Search fields.

B Refer to page 40 for instructions on how to conduct an Advance Search.

Type the Zip
Code and click
the Find City by
Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

The adult’s
address may
need to remain
confidential if a
Protective Order
already exists.

For a new
respondent, you
can click the
Paste
Petitioner’s
button and the
petitioner’s
Address, Zip
Code,
City/Town, and
State will auto-
populate to the
respondent’s
fields.
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e.

If you have already conducted an Advance Search and did not find the correct
adult, click the No button, and the Information for New Adult screen will appear.
If the system does not find any possible matches, the Information for New Adult screen
will appear. This screen consists of the Name/Address Information tab, General
Information tab, and Employment Information tab.
Name/Address Information Tab
1. The Last Name, Suffix (if applicable), First Name, and Date of Birth information
will auto-populate into the Information for New Adult fields from the Add Adult
button fields. (i) Type the Middle Name and (ii) select the Gender.

a. If the adult is deceased, (i) check the Is Deceased?* checkbox, and the
Approx. Date field will become accessible, and (ii) type the approximate
death date.

2. Type the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip Code
button, and the City/Town, and State fields will auto-populate.

a. Ifthe adult is deceased, “Deceased” will auto-populate into the Address
and City/Town fields.

3. Ifthe adult’s address needs to remain confidential, check the Is Address

Confidential?* checkbox.

4. If the adult’s address is unknown, click the Paste Unknown hyperlink, and

“Unknown” will auto-populate into the Address, City/Town, and State fields.

a2 Please Enter ALL Available Information for New Adult ==

Name,/Address Infermation | General Infomniation | Employment Infommation

Adut Neme Aduk Address

Last Name Address

Suffoc (I, Sr, 1.1 11, V. ete) [Nene_=|
First Name | 2Zpp Code | Find Gty by Zp Code
Midde Name City/Town
Gender () Mae () Female () Unknown State Unknawn |
Is Deceased? * Is Address Corfidential? *  Paste Unknown
Al Fields in Bold Are Mandatory

42 |Page



BADGE Manual

Type the Zip
Code and click
the Find City by
Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.
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ii. General Information Tab

1.

3.

The Date of Birth will auto-populate from the Adult Search screen. If the Date
of Birth is not listed, type it in at this time. The Age (YY-MM) will auto-populate
based on the Date of Birth. Select the (i) Race and (ii) Height from the drop-
down menus. The first Height drop-down menu is for the height in feet and the
second Height drop-down menu is for the remaining height in inches. (iii) Type
the adult’s approximate Weight (in pounds), (iii) select the Marital Status from
the drop-down menu, and and (iv) type the adult’s (iv) Driver’s Lic. #.

(i) Type the adult’s Social Sec. #. If the adult is a U.S. Citizen, check the Is Adult
U.S. Citizen?* checkbox. If the adult is Hispanic or Latino, check the Ethnicity
checkbox. Select the (ii) Eye Color and (iii) Hair Color from the drop-down
menus. If you work at the Arlington CSU, type the Docket #. If the adult has a
driver’s license, type the state abbreviation for the State Issued Driver’s
License field, or select the state’s name from the drop-down menu.

Type the adult’s (i) Home Phone, (ii) Cell Phone, and (iii) E-mail address.

4 Please Enter ALL Available Information for New Adult

==

Adut Information

Date of Bith Age (VY- MM)

Race [Unknown ]
oot [ =)' [ <]" W
Mertdl Siatus [Unknown =]

Drivers Lic. #

Adutt Phone/E-mail

Home Phone Cell Phone

SV Nes No. Unknown

Name/Address Information | General Information | Employment information

Social Sec. # Is Adult U.S. Giizen? ™

Ethnicity Is Adutt Hispanic or Latine? *

Eye Color |Unknown |  Hair Color |Linknown |

Docket # ffor Avington CSL)

State lssued Diivers License. | -

Email

Cancel

iii.  Employment Tab

1.

(i) Select the adult’s employment status from the Status drop-down menu, and
type selected status’ (ii) Approx. Date, (iii) Employer name, and (iv) Job Title. If
you are searching for an LEO, you can (v) click the checkbox next to the Is Adult
Law Enforcement Officer?* option, and the Law Enforcement Officer Badge
Number textbox will become accessible, and (vi) type the officer’s badge
number.

Type the adult’s employment (i) Address and (ii) Zip Code, (iii) click the Find
City by Zip Code button, and the City/Town and State information will auto-
populate. Type the adult’s work (iv) Phone number and (v) Phone Extention (if
applicable).

If the adult works from home, click the Same as Home hyperlink, and the
Address, Zip Code, City/Town, and State information will auto-populate.

a5’ Please Enter AL Available Information for New Adult (==

Name;/Address Information | General Information | Employment Information
Adhit Employmert Irformation Aduit Employer Address / Phone Number

Sialus [Unknown | Aprox. Date Address

Employer

Job Tile | Find Gity by Zip Code |

Is Adukt Law Erforcemert Officer? Stats Unknown v| SameasHome

Phone Phone Extertion

== V] Yes No Unknown

(i) Click the Save button, and the Adult Information screen will appear, and (ii)
review the Adult Information screen to ensure the information is correct. The
adult’s information will auto-populate into the fields. (iii) Click the Close button
and you will return to the Intake Case tab.
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Unlike domestic
relations
intakes,
respondents are
not required for
a juvenile
intake.
Petitioners are
pursuing the
court to settle a
matter against a
juvenile;
therefore, the
Respondent’s
Information
section is
inaccessible.
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b. View button

i.  Click the View button and the petitioner’s Adult Information screen will appear. Click the Edit
Adult Info button to edit existing information. The Edit Information screen will appear.

uLl Juvenile Delinquent/Status Intake =
Intake Case
Pettioner’s Information
Unknown? SN Name Add
Unknawn? Add | [ view | [Clear

Juvenike’s Information

ssn Name View | [Clear

Juvenie Number OB Age (Years - Morths)
Intake Case Number (ICN): Will be assigned after saving
Cout District FIPS
Open: Date v Tme % Cose Date
Csetwe [ cjeamenerme 0 o
Mandatory filds displayed in bold

Wiorker Keyed By

Copy Intake View / Print View Supreme Offense History
Case =3 Intake Report Coutt Details Summary Report

c. Clear button
i Click the Clear button to remove the selected petitioner’s information from the fields.

o Juvenile Delinquent/Status Intake =]
rtake Case
Pettioner’ Infomation
Unknown?  SSN Name Add
Unknown? Add | [ View | [Clear

Juvenike’s Information

ssn Name View | [Clear

Juvenie Number 008 Age (Years - Months)

Intake Case Number (ICN): Will be assigned after saving

Court Disrict FIPS
Open: Date - Tme B Close Date
Case Type | ~| Petitioner Type | =

Mandtory filds displayed in bold
Worker Keyed By

Copy Intake View / Prnt View Supreme | [ Offense Histary
= e =

2. Respondent’s Information
a. The Respondent’s Information section will not be accessible.
Juvenile’s Information

a. Click the Add button and the Find Juvenile screen will appear. This screen consists of multiple
juvenile search options.

a5 Find Juvenile [=

Find Juvenile | Direct Care Population | Detention Population | Add Juveniie |

Searsh by Use Widcard
® Juvenle Nurber
- Inctude [Nene
) DC Number
Use Widcard
) Intake Case Number
- Incude Atemsive Spelings
©) Caseload Number

. 3 DoB ) Age
© Advance Search
) Previous Selections
duvenils Number Find Juvenes wih Commements) o the Siate Clear Al
Show Last Resuts Find

& Refer to the Login & Search User Manual for instructions on how to search for a juvenile.
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b. If the search does not return the juvenile and you have ensured that a juvenile record does not
exist, proceed with adding a new juvenile by clicking the Add Juvenile tab.

a=l Add Juvenile ==

Find Juvenile | Direct Care Population | Deterion Population | Add Juverie

Please enter juvenile’s legal name (do not
use nicknames) and date of birth, if known

Last Name | {Required)
[ Name Suffic
First Name {Required)

Date of Bith Age (1Y-MM)

Show Last Resutts

i.  Type the Last Name.
ii. Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
iii.  Type the (i) First Name and (ii) Date of Birth, and the Age (YY-MM) will auto-populate based on
the Date of Birth, and (iii) click the Add button.

iv. If the system finds possible matches, the System has located X possible match(es) screen will
appear.
E Lost tarre. -._.«—r.;‘..e agn tar Resdence FPS. “-ﬁ,,-

1. If the Search Results screen consists of multiple results and you are unsure of which
juvenile is the one you are searching for, (i) select a juvenile, and the row will be
highlighted in blue, (ii) click the View Info button, and the Juvenile Information screen will
appear WITHOUT auto-populating the information into the Juvenile’s Information fields.
(iii) Review the Juvenile Information screen to ensure the correct juvenile is selected. When
you find the correct juvenile, (iv) exit the Juvenile Information screen, (v) click the Select
button, and the juvenile’s information will auto-populate into the Juvenile’s Information
fields.

2. If you are sure of which juvenile is the one you are searching for, (i) select a juvenile, and
the row will be highlighted in blue, (ii) click the Select button, and the Juvenile Information
screen will appear, and the juvenile’s information will auto-populate into the Juvenile’s
Information fields. (iii) Review the Juvenile Information screen to ensure the correct
juvenile is selected. (iv) Click the Close button and you will return to the Intake Case tab.

3. If the search does not return the juvenile and you have ensured that a juvenile record does
not exist, proceed with adding a new juvenile by clicking the Add New button. The
Information for New Juvenile screen will appear.
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V. If the system does not find any possible matches, the Information for New Juvenile screen will
appear. This screen consists of the Name/Address Information tab, General Information tab,
and Birth/Family/Alien Information tab.

The address
should reflect
the juvenile’s
current home
address. If the
juvenile is
committed to
DJJ or resides in
a group home or
other facility,
make a note of
their current
location.

Type the Zip
Code and click
the Find City by
Zip Code
button. The
City/Town,
State, and
Juvenile FIPS of
Residence fields
will auto-
populate for
Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

Use the Paste
Unknown
hyperlink if the
juvenile if the
juvenile will not
provide his/her
name or address
but need to be
detained.

2.
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u5! Please Enter ALL Available Information for New Juvenile 2

Name/Address Information | General Information | Birth./Famity/Alien Information

Juverile Name Juvenile Address

Last Name Address
Suffoc (Jr, Sr, 1L 1L L TV, etc) m
First Name Zip Code [ Find Cty by Zp Code |
Middle Mame City/Town
Genelic Sex Male Female State m

Paste Unknown

Juvenile FIPS of Residence

Resident of Cther/Unknown -

All Fields in Bold Are Mandatory

- @ Yes FlNo [W Unknown [ Save ] [ Canca |

Name/Address Information Tab

a.

The Last Name, Suffix (if applicable), First Name, and Date of Birth information will
auto-populate into the Information for Juvenile screen. (i) Type the Middle Name and
(ii) select the Genetic Sex.

Type the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip Code button, and
the City/Town, State, and Juvenile FIPS of Residence fields will auto-populate.

If the juvenile’s address is the same as the petitioner’s address, click the Paste
Petitioner’s hyperlink, and the Juvenile Address fields will auto-populate to the
petitioner’s address.

If the juvenile’s address is the same as the respondent’s address, click the Paste
Respondent’s hyperlink, and the Juvenile Address fields will auto-populate to the
respondent’s address.

If the juvenile’s address is unknown, click the Paste Unknown hyperlink, and the
Address, City/Town, and State fields will auto-populate to “Unknown.”

o5l Please Enter ALL Available Information for New Juvenile b

Name/Address Information | General Infommation | Bith/Family/Alien Information

Juverile Address
Address

Juvenile Name
Last Name

Suffix r, Sr, 111, Il IV, etc) [Nene ~

First Name Zp Code

Find Cty by Zip Code

Middle Name City/Town

Gender Male Female State.

Unknown -

Pasts Petitioners  Paste Aespondents  Paste Unknown

Juvenile FIPS of Residence

Resident of Other/Unknown -
==

Al Fields in Bold Are Mandatory

*- M Yes Ne Unknown

Save

General Information Tab

a.

(i) Type the juvenile’s Social Sec. #. If the juvenile has submitted a DNA sample, check
the Is DNA Taken?* checkbox. (ii) Select the juvenile’s Race from the drop-down menu.
If the juvenile is Hispanic or Latino, check the Ethnicity checkbox. (iii) Select the Height
from the drop-down menus. The first Height drop-down menu is for the height in feet
and the second Height drop-down menu is for the remaining height in inches. (iv) Type
the juvenile’s approximate Weight (in pounds), select the (v) Eye Color and (vi) Hair
Color from the drop-down menus, (vii) type the juvenile’s School name, and (viii) select
the juvenile’s Grade from the drop-down menu. If you work at the Arlington CSU, type
the Arlington CSU Social File #.

If the juvenile has a driver’s license, or any government—issued identification card,
select the type of identification from the Type drop-down menu.
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i If the juvenile has an Id Card, type the (i) License # and (ii) state abbreviation for
the State Issued field. You can also select the state’s name from the drop-down
menu.

ii. If the juvenile has a Full driver’s license or Learner’s permit, (i) select the Status
from the drop-down menu, type the (ii) License # and (iii) state abbreviation for the
State Issued field. You can also select the state’s name from the drop-down menu.

c. Type the juvenile’s (i) Home Phone, (ii) Cell Phone, (iii) Work Phone, (iv) Extention, and
(v) E-mail address, if applicable.

a5’ Please Enter ALL Available Information for New Juvenile (==

Name,/Address Information | General Information | Bith/Famiy/Alien Infomation
Juvenile Information Juvenile Driver'

Soc. Sec. # Is DNA Taken?* Type

Height \:/ ht
Color: Eyes [Unknown =  Har [Unknown =] Juvenile Phone/Emai
School Home Phone Cell Phone
Gude [Unknown  =|  Vork Phone Edention
Arington CSU Seci Fie # Emai
*- ¥ Yes No Unknown Save Cancel

3. Birth/Family/Alien Information Tab
a. The Date of Birth will auto-populate from the initial Juvenile Search screen. If the Date
of Birth is not listed, type it in at this time. The Age (YY-MM) will auto-populate based
on the Date of Birth. (i) Type the state abbreviation for the State of Birth field. You can
also select the state’s name from the drop-down menu. (ii) Type the Birth Country and
(iii) select the Birth Verification from the drop-down menu.
i If the juvenile’s birth certificate is used for Birth Verification, type the Birth Certif.
#. If the birth certificate number is unknown, click the Unknown hyperlink, and it
will auto-populate to “Unknown.”
b. Type the juvenile’s (i) Mother’s Maiden Name, and select the (ii) Annual Family
Income and (iii) Living with from the drop-down menus.
c. The juvenile’s alien Status will auto-select “No.” If the juvenile is an alien, select “Yes”,
and type the juvenile’s Immigration # and Citizenship. If the juvenile is a suspected
alien, select “Suspected”, and type the juvenile’s Immigration # and Citizenship.

a5 Please Enter AL Available Information for New Juvenile (==
IName/Address Information | General Information | Birth./Family/Alien Irfomation
Juveniie Bith Infornation
Date of Bith Age (YY-MIN)
State of Bith Unknown - Birth Courttry.
Bith Verfication [None - Bith Cenf. # Unknown
i jon Javeriie Aien Infomation

Status @ No Yes Suspected

Unknown -

ing wi Unknown h
- [ Yes No Unknown Save Cancel

d. (i) Click the Save button, and the Juvenile Information screen will appear, and (ii) review
the Juvenile Information screen to ensure the information is correct. The juvenile’s
information will auto-populate into the Juvenile’s Information fields. (iii) Click the
Close button and you will return to the Intake Case tab.
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For Intakes
completed by
the After-Hours
Intake Unit, the
Court District
field will need to
be manually
selected from
the drop-down
menu.

For Case Type, if
you select 07 -
Diversion or 14-
Pending for the
intake
disposition, the
close date will
not auto-
populate until a
final disposition
is entered.

Case Type is a
mandatory field.
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g

c. View Button
i.  Click the View button and the Juvenile Information screen will appear.

s/ Juvenile Delinquent/Status Intake = o =

Intake Case Adutt Information
Petitioner's Information Adutt Number SSN i Adk
() (o it Adul
Unknown?  SSN Name Add View Clear Name Info
i - - Date of Bith Age (Years - Months) Print Facs
Unknown? Add View Clear Sheet
Race / Ethnicity
Juvenile’s Information
SSN Name Add | | View Is Deceased? Gender
Juvenie Number DOB Age (Years - Months)
Adult Information | Address // Phones / Email | Employment Information | Associated Juveniles
Intake Case Number (ICN): Will be assigned after saving Adutt Infarmation
Court District FIPS Height | ° " Weight Color: Eyes Hair
Open: Date ) Twe - Close Date Martal Status s US. Ciizen?
Case Ty ~ | Petitioner Ty hd
we toner pe Docket # (Arington CSU)
Mandatory fields displayed in bold
Diver’s License information
Worker Keyed By
Drver’s License Number State License lesued
Copy Intake View / Print View Supreme Offense History
T Case e Intake Report Cout Details Summary Report

¥ Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the
Juvenile Information screen.

d. Clear Button
i Click the Clear button to remove the selected juvenile’s information from the fields.

85 Juvenile Delinquent/Status Intake £

Intake Case

Pettioner’s Information

Unknown? ~ SSN Name Add | | View | | Clear
Unknown? Add | [ Vien | | Clear

Juverile’s Information

ssn Name Add | [View | [Gear _
duverie Number 008 Age (Years - Morths)

Intake Case Number (ICN): Will be assigned after saving
Court District FIPS
Open: Date 2 Close Dete
CaseType [ ~|PpetonerType| =

Mandatory filds displayed in bold

- Time

Worker Keyed By

Copy Intake View / Print
=L Case e ntake Report

View Supreme
Cout Details

Offense History
Summary Report

Intake Case Number (ICN)

a. The Intake Case Number (ICN) will auto-generate an assigned number after you save the intake.

Court District

a. The name of the Court Service Unit will auto-populate into the field.

FIPS

a. Select the FIPS from the drop-down menu. The selected FIPS should represent the locality the
offense occurred in or be based on which FIPS has jurisdiction over the case.

Open Date

a. The Open Date will auto-populate to the current date. If you would like to change the date, select
the date from the calendar screen.

Time

a. The Time will auto-populate to the time when the intake screen was opened. If you would like to
change the time, (i) highlight the hour, minutes, or seconds fields, and (ii) click the up or down
arrows until the correct time is displayed OR (i) highlight the hour, minutes, or seconds fields and
(i) type in the new time.

Close Date

a. The Close Date will auto-populate when a final disposition is selected.

10. Case Type

Revised: 6/2017

a. Select the Case Type from the drop-down menu.
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Petitioner Type 11. Petitioner Type

is a mandatory a.
field. 12. Worker
a.
13. Keyed By
a.

BADGE.

Select the Petitioner Type from the drop-down menu.

The Worker will auto-populate to the name of the person creating the intake.

The Keyed By will auto-populate to the name of the person entering the intake information into

85 Juvenile Delinquent/Status Intake

=]

Intake Case

Pettioner's Ifomation
[] Unknown?  SSN Neme

Unknown?

Juvenike’s Information
sSN Name

Juverie Number 008 Age (Years - Months)

View | [ Clear

Add | [ View | | Clear

Intake Case Number (ICN): Will be assigned after saving

Cout Distict FIPS
Open: Date v Tme Close Date

Csetwe [ cjeamenerme 0 o

Mandatory fields displayed in bold

Wiorker Keyed By

N

J

Copy rtake iew Supreme
ELID Case Cout Detalls

Vi T
e Inake Report

Offense Hit

Summry Report

ory

14. Click the Save button and the Intake Case Number will generate. The Narrative tab will appear, and all

of the buttons at the bottom of the screen will become accessible, and the Add Juvenile Intake, Add
Court Summons, and Add Bench Warrant buttons will appear.

Intake Case | Namative
Pettioner’s Information

Intake Action Buttons

85 Juvenile Delinquent/Status Intake

=]

Unknown?  SSN Name

Unknown?

Juverile’s Information

SSN Neme Add Cear
duvenie Number D08 Age (Years - Morths)
Intake Case Number (ICN) 36
Cout Distrct FIPS
Open: Date Time Close Date
Case Type

Petitioner Type

Add | [ view | [Clear

Add | [ Vien | [Gear

Copy Intake. Delete Intake

Edt Intake Case
Info Case

View / Frint
Intake Report

View Supreme
Cout: Detals

Offense History
Summary Report

J

[ Add duvenie iske | [ Add Cout Summons | [ Add Bench Wamart |

§

Once you save the information in the Intake Case tab, the buttons at the bottom of the screen will become

accessible.

Revised: 6/2017

a5 Juvenile Delinquent/Status Intake

=]

Intake Case | Namative

Pettioner’s Information

Unknown? ~ SSN Name Add | [ Vien | |Cear

Unknown? Add | [ Vien | | Clear

Juverile’s Information

SSN Neme Add Cear
duvenie Number D08 Age (Years - Morths)
Intake Case Number (ICN) 36
Cout Distrct FIPS
Open: Date Time Close Date
Case Type Petitioner Type
ey
Edt Intake Case Copy Intake Delete Intake. View / Print View Supreme Offense History
Ffo Intake Report Cout Detals | | Summary Report

H‘ | Add duvenie intake | | Add Cout Summons | | Add Bench Warart |
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In order to copy
an intake case,
you MUST have
an existing
Juvenile Intake,
Court Summons,
Bench Warrants,
Detention
Orders, and/or
Shelter Care
Orders.

The Delete
Intake Case
button should
not be used in
lieu of editing
incorrect
information.

The amount of
information
found on the
Supreme Court
Details screen
may vary
depending on
the court of
jurisdiction.
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1. Edit Intake Case Info Button

a. (i) Click the Edit Intake Case Info button, (ii) edit the information, and (iii) click the Save button

when the edits are completed.
2. Copy Intake Case Button

a. (i) Click the Copy Intake Case button and the Copy Juvenile Delinquent/Status Intake Case screen
will appear. The checkmark(s) will auto-populate based on the EXISTING intake document
associated with the intake. If multiple documents exist, all the documents will be selected
automatically. You can deselect any document that you do not want to copy. You MUST select at
least one document to copy. (ii) Click the Save button.

3. Delete Intake Case Button

Copy Intake Case @

@ Please select at least one decument type to copy.

a. Click the Delete Intake Case button and the Delete Intake Case screen will appear.

4. View/ Print Intake Report

a. Click the View/Print Intake Report button and the CSU Intake — Reports screen will appear.

5. View Supreme Court Details

a. Click the View Supreme Court Details button and the Supreme Court Details screen will appear. If
there is no information entered by the Supreme Court, the Supreme Court Details screen with a

message will appear.

ol Supreme Court Detail

Oftense Info (Page 1) | Gifense Info (Page 2) | License Info | Fines/Attomey/Bai/Bond | Hearings

Supreme Ct Name: |

‘Supreme Court Case Nuber

Case Type: |

Supreme Ct. DOB:

Next Hearing Date:
Last Hearing Date:

Staute: |

Statute Orginated From: |

Amended Case Type [

Amended Offense Code: |

Final Dispositian: |

Appealed Date: | Perfected: |

Convicted as Adult?

Remarks: |

6. Offense History Summary Report

a. Click the Offense History Summary Report button and the CSU Intake — Reports screen will appear.

Revised: 6/2017

Supremne Court Details @

@ Mo data found for this case

OR
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Add New Buttons

At the bottom of the Intake Case tab, there are three buttons that allow you to add a new:
Juvenile Intake | Court Summons | Bench Warrant

enile Delinquent/Status Intake =]

Intake Case | Naraive |
Fettioner's Information
[ Unknown? SN [ Name |

1 @

Infomation
[ Unknown?  SSH [ Name |

Juvenils Infomation
ssi | Name |

Juveriie Number D08 Age (Years - Morths)
Intake Case Number (ICN): 3022109
Cout District FIPS
Open: Date Tme Close Date
Case Type Petitioner Type

< g &

as Aletls)

Worker | Keyed By |

Edit Intake Case Delete Intake

Add duvenile ke |

[ Add Cout Summons | [ Add Bench Warant

1. Add Juvenile Intake Button

Multiole VCC' a. (i) Click the Add Juvenile Intake button, and the Juvenile Intake tab will appear, and (ii) select the
ultiple s

can be added to Offense Date from the calendar screen.

a petition/order.

| ntake Case | Naraive | uvenie Inake

a5 Juvenile Delinquent/Status Intske @}

Charged Offense Information

Offense Date  VCC Code Offense Desciiption PM \g:;e o pEetiin

Fnted

Selected Offense Details

Offense Date & Add New Offense
VCC Code Find \CCCode | Siaute

Heading |
Subheading |

Descrption |

PevalyMogier [ ] Judge Ordered Detention

Inteke Dispostion | -

Click the Find

button if you i. (i) Click the Find VCC button and the Search Offense screen will appear. You can search for an
would like to offense by Statute, VCC, Heading, Sub-Heading, or Description. The Use Wildcard?* checkbox
search for an will be selected automatically. If you do not want to use the wildcard function, uncheck this box.
offense without e\ . . - . .
entering any (i) Click the Find button and a list of VCC’s and Offense Descriptions will be generated which
information into meet the search criteria. (iii) Select a VCC, and the row will be highlighted in blue, (iv) click the Ok
the search button, and you will return to the Juvenile Intake tab.

fields.

When you select
aVCC, a
summary of the
charge will be
displayed at the
bottom of the
screen. If the
Notify School?*
field is checked,
the juvenile’s
school must be
notified via a
school
notification
letter.
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A Detention
Order button
will appear if
you select
Intake
Disposition 03 —
Petition/Detent
ion Order Filed
orl13-
Detention
Order Only.

A Shelter Care
Order button
will appear if
you select
Intake
Disposition 11 —
Petition/Shelter
Care Filed or 12
— Shelter Care
Only.

A Detention
Order button
will appear if
you select the
Judge Ordered
Detention
checkbox.

BADGE Manual

b. Select the (i) Penalty Modifier, if applicable, and (ii) Intake Disposition from the drop-down menus,

(iii) click the Save button, and the saved information will appear in the Charged Offense

Information section.

ol Juvenile Delinquent/Status Intake

| Intake Case | Naraiive | Juvenie Intake

Charged Cffense Information

Juvenie Intake

Charged Cffense Information

Offense Date  VCC Code Offense Description

Selected Offense Details
Offense Date 09/28/2016 v Offense Requires School Notiication

VCCCode NAR3045F9  [Find VCCCode | Stante [18.2248()
Heading [NARCOTICS

Subheading | SCHEDULE OR Il DRUGS - DISTRIEUTION

Descrption | SALE FOR FROFIT

Penaly Modfier [:] Judge Ordered Detention

Intakce Dispostion (02 - Pettion Fied -

Intake Petition
M Dep 0 pved

Add New Offense

Itake Petiion
Offense Date  VCC Code Offense Description PM e © ged

09/28/2016 | NAR-3045F3 SALE FOR PROFIT

Selected Offense Detals

Offense Date | 08/28/2016 Offense Requres School Notiication
VCC Code | NAR 30459 Stave [1822480) P T

Heading [NARCOTICS

Subheading |SCHEDULE | OR || DRUGS - DISTRIEUTION

Deseription | SALE FOR PROFIT

Penlty Modfier

Intake Disposiion | 02 - Pettion Filed

Judge Ordered Detention

[ ] (o | [ Doe | [FePewon

c. Add New Offense Button
i If another offense needs to be added to the petitioner/order, (i) click the Add New Offense
button, and the Selected Offense Details fields will become accessible, and (ii) repeat the steps

above to add another offense.

| rtake Case | Narative | Juverie take

Charged Offense Information

PE Juvenile Delinquent/Status Intake

Juvene Intake

Charged Offense Information

Offense Date  VCC Code Offense Description

09/28/2016 | NAR-3045F9 SALE FOR PROFIT

Selected Cffense Detals

Offense Date [09/28/2016
VCCCode [NAR-3D45FS
Heading [NARCOTICS
Subheading | SCHEDULE |OR I DRUGS - DISTRIBLTION
Description | SALE FOR PROFIT
Penslty Modfier |

Intake Disposiion | 02 - Petiion Fled

Offense Requires School Notiication

Statute [ 18.2:248(C)

Judge Ordered Detertion

(e ] [ cow ] [ Dok ] [Fefaton

take Petiion
PM Dep. 90 Panted

Offense Date  VCC Code Offense Description PM ‘gﬂg:e 0 mgg

Selected Offense Detals

Offense Date ® [ Add New Offerse_|
\VEC Code Find VCC Code |  Statute |
Headng |
Subheading |
Description |
PeatyModfier [ <] Judge Ordered Defertion
Intske Dispostion | -

d. Detention Assessment Button

i.  Click the Detention Assessment button, and the Detention Assessment screen will appear. This
screen consists of the DA/ Scores tab and Overrides tab. The Worker Name will auto-populate.
The DAI Date will auto-populate to the current date, but you can change the date from the
calendar screen. The DAI# is a system generated number and will be assigned after you have
the completed DAI.

a5l frmAddEditDetentionAssessment =]
Some fields in e o [ e e ]
the DAI Scores s Oferse oo
. ntake Pettion DAl Scores
tab will auto- e PV by 10 P 1. Most Serious Alleged Offense
6 NARJ4SF9 | SALEFOR PROFIT 7 [Category C: Otverfelries -]
populate. 2 s Crogesmits et
0 | o -
[
3. Prior. Guitt fincludes continued adjt K to finding of guilt”)
[0 [Noprr adudcations cf uit -
Check all the 4 ’Paﬂn: Pending Adudliation or Dispostion (exclude defared adjudications)
‘Selected Offense Details 2 One pending pettion/dspostion for an ather afense: -
auto-popu lated Ofiense Dete |09/28/2016 Offense Reauires School Netfication 5. Supervision Siatus
fields to ensure Yo [WAOUES st (1622420 (et pssrer ] e o e ”
Heading [NARCOTICS 0 (No peiionwarant/deteniion order for FTAIn past 12 morths -
th e correct Subheading | SCHEDULE 1OR Il DRUGS - DISTRIBUTION 7. History of Escape/ Runaways fwithin past 12 morths)
criteria are Desciplion | SALE FOR PROFIT |10 [Ho scapes or neweye wimpes 12merie -
. Penaly Modfier Judge Ordered Detention 9 TOTAL SCORE Indicated Decision: |Release
bei ng used to Irtake Disposiion | 02 - Peffion Fled
° ® o
calculate the [ = i = R T
, EET [ Gowo |
DAI's total
score.
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If the juvenile is
being charged
with multiple
offenses, use the
most serious
offense in the
Most Serious
Alleged Offense
section. In
addition, you
cannot combine
the scores for
multiple
offenses.

Cases that are
dismissed by the
court after
successful
completion of
ordered
conditions
should NOT
counted in the
Prior
Adjudications of
Guilt section.

Do NOT include
any offenses with
a deferred
finding in the
Petitions
Pending
Adjudication or
Disposition field.

If the juvenile is
open to Post-
Dispositional
Services or
Monitoring,
select the
Probation based
on other
offenses OR
CHINSup OR
Deferred
disposition with
conditions
option for the
Supervision
Status field.

The Failure to
Appear MUST
have occurred
within the past
12 months.

BADGE Manual

ii.  DAIScores Tab
1. Most Serious Alleged Offense

a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, reference the most serious offense listed in the current referral
in order to select the appropriate category from the drop-down menu.

2. Additional Charges in this Referral

a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, select the appropriate option from the drop-down menu. Use
the referral complaint form/probable cause statement to determine the appropriate
category.

3. Prior Adjudications of Guilt (includes continued adjudication with “evidence sufficient to
finding of guilt”)

a. (i) Select the appropriate option from the drop-down menu, including
deferred/withheld findings or cases where there is evidence sufficient to a finding of
guilt, and (ii) review the Offense History screen to determine prior court adjudications.
If the Court Adjudication column is blank, review the Case Management record (refer
to the Contacts tab and the Running Records Notes) to determine if the case was
dismissed after successful completion of court conditions.

¥ Refer to the Offense History Screen User Manual for instructions on how to navigate the Offense History
screen.

% Refer to Caseload Management Module User Manual for instructions on how to navigate the Contacts tab.

4. Petitions Pending Adjudication or Disposition (exclude deferred adjudications)

a. (i) Select the appropriate option from the drop-down menu and (ii) review the Offense
History screen to determine prior court adjudications. If the Court Adjudication column
is blank, review the Case Management record (refer to the Contacts tab and the
Running Records Notes) to determine if the case was continued for the disposition. The
notes should specify if the case has been adjudicated or is pending adjudication.

% Refer to the Offense History Screen User Manual for instructions on how to navigate the Offense History
screen.

¥ Refer to Caseload Management Module User Manual for instructions on how to navigate the Contacts tab.

5. Supervision Status
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Case Management module to check the status of the
juvenile, and select the appropriate option from the drop-down menu.
6. History of Failure to Appear (within past 12 months)
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Offense History screen, and select the appropriate
option from the drop-down menu.
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The escape/
runaway incident
MUST have
occurred within
the past 12
months.

Click the Auto Fill
button to auto-
populate some of
the fields.

ONLY an
Aggravating factor
or a Mitigating
factor can be added
to a DAI, but not
both.

Select the MOST
serious aggravating
factor, if any apply
to the juvenile.

In order to use
Parent Unwilling to
Provide
Appropriate
Supervision or
Parent Unable to
Provide
Appropriate
Supervision, the
incident must rise
to the level where a
complaint will be
made with CPS for
child neglect or
abandonment. A
CPS complaint
MUST be made
prior to completing
the DAI.
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7. History of Escape/Runaways (within past 12 months)
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Offense History screen, and select the appropriate
option from the drop-down menu.

a5l frmAddEditDetentionAssessment

Worker Name:

DAl Scores | Ovenides
1. Most Serious Aleged Offense

DAI Date:

{Compleied as Folow-Up (On Cal Intcke

7 [Categoy

her felonies

2. Addtional Charges in this Referral

0 [on

status offenses OR No addional curent offenses -

Prior Adjudications of Guit (ncludes cortinusd adudications with "evidsnce sufficient to finding of guit')

0[N pror adjudications of gui

IS

Pettions Pending Adiudicati

stion (exclude defemed aducications)

2 [One pending pefito

ion for an other offense.

Supenvision Status

0 [None

History of Failure to Appear {nitin past 12morths)

0 No pettionwarrant/detention order for FTA in past 12 morths -]

7. History of Escape/ Runaways {wifin past 12 morths)

0 (Mo escapes or unaways witin past 12morths

9 TOTALSCORE [ AuofFil

Indicated Decision: | Release

8. Total Score

Actual Decision / Recommendation: Release Altemative © Secure Detention ‘

a. The total score will calculate based on the selected options.

9. Indicated Decision

a. The Indicated Decision is based on the DAI Total Score. The Indicated Decision will be
Release, Detention Alternative, or Secure Detention.

Click the Overrides tab.

aJl frmAddEditDetentionAssessment

Worker Name:

Overides
MafPBatory Gverrdes (uverile Must Be Detainec)
1. Use of freamin curent offense
2. Escapee/AWOL/Abscor
3. Local court policy {ndic

plicable policy)

Discretionary Overide:
1 (overide

DAI Date

{Complated as Follow-Up (On-Call Intake

Commert.

per DUJ Procedure 9471

indicated by quidelines)
2. Nitigating factors (overids to less restrictive placement than indicated by quidslines)

Type  Factor

Narrative

Factor

Narative

Justfication

3. Approved local gradusted sanction for probation./parale violation

Actual Decision / Recommendation: Release. Atemative Secure Detention

1. Mandatory Overrides (Juvenile Must Be Detained)
a. (i) Check the appropriate checkbox, if any, and (ii) provide a detailed description of why
the mandatory override was selected in the Comment box. If a Mandatory Override is
selected, regardless of the Indicated Decision, the juvenile must be detained.

2. Discretionary Override

a. Aggravating factors (override to more restrictive placement than indicated by
guidelines) or Mitigating factors (override to less restrictive placement than indicated

by guidelines)

i (i) Select Aggravating factors or Mitigating factors, (ii) click the Add button, and
the Factor drop-down menu will become accessible, (iii) select the most applicable
Factor from the drop-down menu, (iv) provide a brief rational in the Narrative box,
and (v) click the Done button. The information will save as a new Discretionary

Override entry.
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Information in
the Narrative
box may auto-
populate based
on the Factor
selected.

If Local Court
Policy is
selected as the
mandatory
override,
provide a brief
narrative
indicating which
court policy was
aoplied.
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iv.

ii. Edit Button

1. (i) Click the Edit button, and the Factor and Narrative boxes will become
accessible, (ii) edit the information, and (iii) click the Done button when the

edits are completed.
iii. Delete Button

1. Click the Delete button and the discretionary override will be removed.

b. Approved local graduated sanction for probation/parole violation

i (i) Check the Approved local graduated sanction for probation/parole violation
checkbox and (ii) provide a brief description in the Justification box.

Actual Decision/Recommendation

1. (i) Consider the Indicated Decision and the selected override, if any, (ii) select Release,
Alternative, or Secure Detention, and (iii) click the Save button. The DAI# will auto-

populate.

o frmAddEditDetentionAssessment =] o frmAddEditDetentionAssessment [=]
Worker Name: DAl Date: - DA Woker Neme: DAl Date: DA
{Competed as Folow-Up On Call itake | | (Completed as Folow-Up (On-Call Intake | |
DAI Scores | Overides DAl Scores | Ovemides
Manditory Overides (Juvenie Must Be Detained) Wandatory Overdes (Juvenie Must Be Detained)
[ 1. Use of fiream in cumrent offense Comment: [ 1. Use of fiream in cument offense: Comment:
(7] 2. Escapee/AWOL/Absconder per DI Procedure 9471 (7 2. Escapee/AWOL/Absconder per DJJ Prosedure 9471
(] 3. Local court pocy ndicate applicable policy) [ 3. Local cout policy ndicate applicable policy)
Discretionary Overide Discretionary Overrids
[ 1. Aggravating factors (avenide to more restictive piacement than indicated by guideines) 7] 1. Aggravating factors (overide to more restictive placement than indicated by guideines)
B2 (overide toess than indicated by guidsines) 2. Mitigating factors (overne toless restictive placement than indicated by guidsines)
Type Factor Narative Add Type Factor Narative
= M duvenic Has Significant Subsiance Abuse Problem | uvenile was screened by a qualfied profcs..
Delete
Factor Factor | Juvenie Hes Sgnficant Substance Abuse Problem
Narative Narative of inpatiert andabedis
immediately avaiable.
Os. for [T 3. Approved local gradusted sanction for probation/parole vilation
Justfication Justfication
Actual Decigion /Recommendation: | Release Aremative | Sectre Detention i T "
.

V. Edit Button
1. (i) Click the Edit button, (ii) edit the information in the DAI Score tab or the Overrides tab,
and (iii) click the Save button when the edits are completed.
vi.  Close Button
1. Click the Close button and you will return to the Detention Assessment tab on the Juvenile
Delinquent/Status Intake screen.
vii. Print Button
1. Click the Print button and the completed DAI will appear.

(= r=]
Find | Next

u! Virginia Department of Juvenile Justice
1 of 1 % & B W | 100%

Virginia Department of Juvenile Justice o
Detention Assessment Instrument Report

Juvenile Name: Juvenile Humber: DOB:
ICh: Intake Date: Worker Name: csug
Completed as Follow-up (on call Intake): DA

4. MOST SERIOUS ALLEGED OFFENSE Score
Category A: Felonies against persons 5

m

Sane NwnaRE

Category B: Felony weapons or felony narcotics distribution.
Category C: Other felonies
Category - Class 1
Category E: Other Class 1
Category F: Viiations of
2. ADDITIONAL CHARGES IN THIS REFERRAL
Two o more addiional current felony offenses.
One addtional current felony offen:
Oz or more addtonal msdemeanar OR vilation of prob./parole offenses.
ne or more status offenses OR Mo addtional current offenses.
3. PRIOR ADJUDICATIONS OF GUILT
(includes continued adjudications
or more prior adudications of guit for felony offens
One prior adjudication of guit for a felony offense
Two or mars prior adjudications. o guik for misdemeanor offenses
Two or mare prior adjudications o guit for prob /parole violations.
Cne prior adjudication of guit for & misdemeanor or status offense.

against persons

with "evidence sufficient to finding of quilt’)
es.

ek

Mo nrinr adiiclieatinns nf muik
4. PETITIONS PENDING ADJUDICATION OR DISPOSITION (exelude deferred adjudication:
One or more pending for a felony offense
Two or more pending for other offenses
One pending petiion/disposition for an other offense 2 15

)
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. Detention Assessment Tab

a2l Juvenile Delinquent/Status Intake

ke o | Nrae | e ke Oetrton fssonas

DADaie  Folow-Up? DAlScore Indicated Decision  Actual Decision Worker Name:

Detertion Atemative  Release

Mandatory Ovenides {Juvenie Must Be Detained)

Use of fiream in curert offense Comment
Escapee/AWOL/Absconder per DJJ Procedure 5471
3. Local cout policy {ndicate appicable policy)
Discretionary Overide
1. Aggravating factors (ovemde to more restrictive placement than indicated by guidelines)
z toless than indicated by guidelnes)
Factor Namative

Juvenie Has Significart Substance Abuse Problem | Juvenile was screened by a qualfied professional as in need of in.

3. Approved local graduated sanction for probation/parole violation
L

[as ] [VewBw] [ Dok ]

1. Add Button
a. Click the Add button and the Detention Assessment screen will appear.

B Refer to page 53 for instructions on how to complete a Detention Assessment Instrument.

2. View/Edit Button
a. (i) Select a completed DAI, and the row will be highlighted in blue, (ii) click the
View/Edit button, and the Detention Assessment screen will appear.

95! Juvenile Delinquent/Status Intake

Juvenile Intake | Detention Assessment

DADate  Follow-Up? DAIScore Indicated Decision Actual Decision Worker Name
12 Detertion Aemative  Release

@} & frmAddEditDetentionAssessment =]

DA Scores

Vst Serious Aleged Offense
12 [Categary B: Felony weapons orfelony narcotics distabution

2. Addtional Charges inths Referal
0 [One ormore status cffenses OR: No addtional curent offenses

Mandstory Overices (uverds ust Be Detaned) oot 3 Pror G incloes cortrued ac ‘- tofindngof gt
[ 1. Use of fieamin cument offense: =
se 0 |Nopror adudications of guit

2 Escapes/ANOL/Abszonder per DI Procedure 9471 4. Petions Pending Adudication or Dispostion (sxclude defered adjucications)

3. Local court policy (ndicate applicable policy) 170 INopenng pettonsdspostons
Discretionary Overide 5. Supervision Siatus

Aggravating factors (overrids to more resirictive placement than indicated by guidelines) 0 [None

o

History of Falure to Appear fwithin past 12menths)
[0 [No pettion/wanant/detertion orderfor FTAin past 12 morths
History of Escape/ Runaways {uithin past 12 morths)

0 [No sscapes or rnaways within past 12 merihs

Mitigating factors (overtide to less restiictive placement than indicated by guidelines)

Factor Narative

~

Juvenile Has Signficart Substance Abuse Problem  Juvenile was screened by a qualfied professional as in need of in

12 TOTAL SCORE Indicated Decision: | Detention Altemative.

3. Approved local graduated sanction for probation/parole violation

Justfication |

[rd | [Vewes ] [ Dok |

# Refer to page 55 for instructions on how to edit or print the completed Detention Assessment Instrument.

3. Delete Button
a. (i) Select a completed DAI, and the row will be highlighted in blue, (ii) click the Delete
button, and the Please Confirm Delete Operation screen will appear.
e. Detention Order Button
i.  Click the Detention Order button and the Detention Orders tab will appear.

ol Juvenile Delinquent/Status Intake =]

| Intake Case | Naraiive | Juvenie Intake

Charged Offense Irformation Detertion Date

Offense Date  VCC Code Offense Desciption pu ke o femen (| 10052016

09/28/2016  NAR-3045F9 SALE FOR PROFIT

Detertion Order Information

Facity v © Al ©® Securs Detentions € Jais
Date lesusd  10/05/2016 + Date Served ® Date Withcraun E]
Selocted Offense Detals Detention Order / Capias Reasonis)
ooz The juvenile is alleged to have -
Offense Date | 09/28/2016 Offense Requres School Notfication [ Aad New Ofence ] [] committed an act that would be a felony or Class 1 misdemeanour f commited by adul
VCC Code |NAR-I045FY staute [162246C) Detertion Assessment [ violated the tems of probaton or parcle when the charge for which he/she was placed on probafion or paroie
Heating [NAFGOTICS wouid have been afelony or Class 1 misdemeanor f commited by an adut
‘eadng Detertion Order AND there s clear and convincing evidence that
Subheading | SCHEDULE | OR Il DRUGS - DISTRIBUTION [7] the refease of the juverile consitutes a clear and substantialthreat o the person or property of others: or
Descrption | SALE FOR PROFIT - the rlease ofthefuvenile would present a clear and substantialhreat of serous ham to such juvenes fe or
Penalty Modfier Judge Ordered Detention 7 the juvenii has threatened to abscondfrom the court's sdiction dutingthe pendency ofthe nstart procsedings
or has a record of wilful falure to appear of @ coutt's hearing within the immedately preceding twelve morths.
ke Dispastion |03 - Pttion Detention Order ied — The = detection home e he s P dirctedfo remain e the bl e of
Bt | [ Coy | [ Delme | [FiePaten sdd | [ Sawe ]| [ Cancel | [ View/Prt
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In order to filter ii. (i) Select the Facility from the drop-down menu. The Date Issued will auto-populate to the
the Facility current date. If you would like to change the date, select the date from the calendar screen.
drop-down The Date Served and Date Withdrawn will need to be entered into BADGE if and when the
menu, select All, detention order is served or withdrawn. (ii) Check all the Detention Order/Capias Reasons

Secure . . . TR
Detentions, or options that apply to the juvenile and (iii) click the Save button.

Jails.

o' Juvenile Delinguent/Status Intake = o Juvenile Delinquent/Status Intake =

Intake Case | Namative | Juvenie Intakce | Detertion Orders

Intake Case | Namative | Juvenie Intakce | Detertion Orders

b I

ssued Served Wiehdrawn Detertion Date Prrted Issued Served Wiehdrawn Detertion Date Prrted ‘

Detention Order Information Detention Order Infomation
Faciity | v © A ® Secure Detentions ) Jais Facity
Date lssued  10/05/2016 = Date Served B Date Wihdrawn B Date lssued | 10/05/2016 Date Served Dete Withdrwn
Detention Order / Capias Reason(s) Detention Order / Capias Reasons - 2 Reasons Selected
] The juvenie is aleged o have & The juvenie s alleged to have -

‘Gomitted an act that would be a felony or Class 1 misdemeanour f commitied by adu,

viclated the terms of probation o pardle when the charge for which he/she was placed on probation or parole
would have been afelory or Class 1 misdemeanor f committed by an adult

AND there is clear and convinging evidence that:

(1] vielated the tems of probation of parcl when the charge for which he/she was placed on prosation or pardie
would hiave been a felony or Class 1 misdemeanor f commited by an adult

AND there is clear and convinging evidence that:

‘comitted an act that would be a felony or Class 1 misdemeanour f commitied by adu, ‘

m

the release of the juvenile constitutes a clear and substartial threat to the person or propetty of others; or the release of the juvenile constitutes a clear and substartial threat to the person or propetty of others; or
the release of the juvenile would present a clear and substartial threat of serious ham to such vene's ife or 7 the elease ofthefuvenie wod present a cear and substantal et of serous hamto such juvenie’sIfe or
the juvenile has threatened to abscond from the couts jrisdiction during the pendency of the instart proceedings 7 the uvenik has threatened o abscond fromthe court's urisdiction dutng the pendency of the nstant proceedings

rhas a record of wiful faiure to appear at a coutt's hearing within the immediately preceding twelve months. or has a record of wiful falure to appear at a coutt's hearing within the immediately preceding twelve manths.
— Thaivenie ahsrondad fam 2 defgrtion hom or facilfy whar he has heen dimnter o remain by the [awfil orer of 2

‘ View / Prit ad | [ Bt | [ Deete | [view/Pit

iii. Add Button
1. Click the Add button and the fields will become accessible.

& Refer to page 56 for instructions on how to complete a Detention Order.

iv. Edit Button
1. (i) Select a completed Detention Order, and the row will be highlighted in blue, (ii) click the
Edit button, (iii) edit the information, and (iv) click the Save button when the edits are
completed.
V. Delete Button
1. (i) Select a completed Detention Order, and the row will be highlighted in blue, (ii) click the
Delete button, and the Please Confirm Delete Operation screen will appear.
vi.  View/Print Button
1. (i) Select a completed Detention Order, and the row will be highlighted in blue, (ii) click the
View/Print button, and the completed detention order/capias will appear.

o Juvenile Delinquent/Status Intake (=2 o Virginia Department Of Juvenile Justice [=[==]
Intoke Case | Namative | uveile ntake | Detention Orders |
- Find | Net
O ots DETENTION ORDER / CAPIAS PURSUANT TO § 16.1-247(K) Caseo [

lssued Soved Witrcrann Detertion Dete Pinted 1 e @ - | 100%
Commonrvealth of Virginia Va. Code 8§ 16.1-247(A & D), 16.1-248.1, 16.1-230°F, 16.1-236

Juvenile and Domestic Relations

Detertion Order Irfomation
Facilty
Date lesued | 10/05/2016 Date Served Date Withdrawn
Detertion Order / Capias Reasens - 2 Reasans Selected
The juvene is aleged to have -
comnitied an act that would be a felony or Class 1 misdemeanourif committed by adul ‘

[ Viosted the tems of probton orparole nhen the charge for which he/she was piscsd on probation or parole
would hiave been a felony or Ciaes 1 misdemeanor f committed by an adut

AND there is clear and convincing evidence that
the release of the juvenile constutes a clear and substantial threat to the person or prapety of cthers; or

= ‘ """"""""""" TATEGRRRIE T

7y the release of the presert a clear threat of serious ham to ife or
heakh; or
7 the uvenil has treatened to sbscond from the cout's ursdcion during the pendency af the nstant proceedings
or has a record of wilfl failre to appear at a courts hearing within the immediately preceding twelve months
. This invarills ahsrisndert fiom 2 dstertion hams, o s hers his has hesn frsected b ramain by the bl orer of &
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f. Shelter Care Order Button

Multiple VCC’s i Click the Shelter Care Order button and the Shelter Care Orders tab will appear.
can be added to

oy a5l Juvenile Delinquent/Status Intake =] 85 Juvenile Delinquent/Status Intake [=]
a petition/order.
Juvenle Itk | Inake Gase | Nantive | Juvende Intake | Sheher Care Orders
Cherged Ofiense Ifomtion Shofter Care #__Dete Prntod Faciiy
Offense Date  VCC Code Offense Description p ke |y Peliion

Prirted

09/28/2016  NAR-3045F3 SALE FOR PROFIT

‘Shehter Care Order Information

Faoilty [ -
© Al @ Commurity Youth Homes ) Shefer Faciies () Less Secure Detertions
Selected Offense Detais ‘Shelter Care Order Reasants)
Offense Date | 08/28/2016 Offense Requires School Notfication The chid s eligibe for placement in a securs facilty; o
VCC Code [NAR-3045F5 State [12.2:2480) Detertion Assessment The child has falled to adhere to the directions of the court,intake officer or magisirate while on conditional release: or

Headng [NARCOTICS The chid's parert, quardian or other person able to provide supervision cannat b reached witin a reasonable time: or

Subheading |SCHEDULE | OR || DRUGS - DISTRIBUTION The chid does not consent to retum home: or
‘Shekter Care Order
= Netherthe chid's parent or quardian nor any other person ableto pervison canarive to
Descrption [ SALE FOR FROFIT within a reasonable tme; or
Penaty Modfier Judge Ordered Detention

Intake Dispostion | 11 - Petition/Sheter Care Filed

‘The child's parert or guardian refuses to pemit the child to retum home and no relative or other person wiling and ableto
provide proper supenvision and care can be located within a reasonable time.

[eax | [ cm | [ e | [Feraton

sdd | [ Sawe ]| [ Cancel | [ View/Prnt

ii. (i) Select the Facility from the drop-down menu, (ii) select all the Shelter Care Order Reason(s)

In order to filter that apply to the juvenile, and (iii) click the Save button.
the Facility

dro p_down ol Juvenile Delinquent/Status Intake =] 5! Juvenile Delinquent/Status Intake =]
menu, select All ek Case | Narativ | davenie iake | ShekerCare Orcers |t Case [ Narativ [ dvenie Fiake | SheberCareOrcers
’ ’
Community SheterCare#  Date Prnted Facity Shefter Care # Dt Prnted Facity
Youth Homes,
She Ite r ‘Shefter Care Order Information ‘Shefter Care Order Information
iliti Faci = Faci
Facilities, or iy ] |
L S © Ml @ Communiy Yout Homes ) Shelor Faoities () Less Secure Detentions
€ss Secure ‘Sheter Care Order Reason(s) ‘Sheter Care Order Reasons - 1 Reason Selected
Detentions [7] The chid i sligible for lacement in  secure facifty: or The chid s shgible for placemert in a secure faciy: or
: o child has faicdto adhere tothe dections of the ourt, intake officer or magirate whils on conditional relase: or The chid has failed o achers to the directions of the court,itake officer or magistrate whis on condional rlease: or
e child’s parent, guardian or cther person able to provide supervision cannct be reached within a reasonable time; or The chid’s parent, guardian or cther person able to provide supervision cannot be reached within a reasonable time; or
‘The child does not consent ta retum home: or The chid does not consent ta retum home: or
Nether the chids parert o Quardian nor any ather persan able to provide proper supervision can amve to assume custody Netherthe chid's parent or quardian nor any ather person able to Lpenision canamve to
wiin a reasonable time: or wihin 2 reasonable tme: or
The chid's parent or guardian refuses o pemnt the child to retum home and no elative or other person wiling and able to The chid's parent or guardian refuses o pemnt the child to rtum home and n relative or other person wiling and ablsto
provide proper supervision and care can be lacated within a reasonable time provide proper supervision and care can be located within a reasonable time

[ ([ save | [ Cancdl | [ View/Pmt

pdd | [ Et | [ Deee | [ View/Pmt

iii. Add Button
1. Click the Add button and the fields will become accessible.

# Refer to page 58 for instructions on how to complete a Shelter Care Order.

iv. Edit Button

1. (i) Select a completed Shelter Care Order, and the row will be highlighted in blue, (ii) click

the Edit button, (iii) edit the information, and (iv) click the Save button when the edits are
completed.

V. Delete Button

1. (i) Select a completed Shelter Care Order, and the row will be highlighted in blue, (ii) click
the Delete button, and the Please Confirm Delete Operation screen will appear.
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vi.  View/Print Button

1. (i) Select a completed Shelter Care Order, and the row will be highlighted in blue, (ii) click

the View/Print button, and the completed shelter care order will appear.

95! Juvenile Delinquent/Status Intake ] 5 Virginia Department Of Juvenile Justice [=[=]=]
e e e
1 f 2 @ |- - Find | Net
Shelter Core #_Dats Prrted Facity Mt dzb Hie @8- 0% e
SHELTER CARE ORDER CASENO. |
VA CODE ANN. §§ 16.1-274(D). 16.1-248.1, 16.1-249, 16.1-252, 16.1-256, 16.1- =l
| I S Juvenile and Domestic Relations Dis|
Facilty | Inre:
Rt

Sheker Care Order Reasons - 1 Reason Selected
The chid is eligible for placement in 2 secure facilty; or

The chid has failed to adhere to the diections of the cout, intake officer or magisirete whie on condiional release: or

The chids parent, guardian or ather person able to provide supervision cannat be reached within 2 reasanable time; or s
The chid does not consent to retum home: or

""" W TTTTTTTRE T
Neither the chid's parent or guardian nor any other person able to provide proper supervision an arive to assume custody
within 3 reasonable time; or

The chid's parert or guardian refuses to pemnit the child to retum home and no relative or other person wiling and able to
provide proper supervision and care can be located wihin a reasanable time.

TE Ca0) (EE

g. Edit Button
i.

Tt appears from the petition or warrant filed conceming the juvenile that the juvenile may come within the purview of the
Tuvenile and Domestic Relations District Court Law, and it Further appears that the welfare of the juvenile requires that his c1
Y

«

] v

(i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii) edit the
information, and (iv) click the Save button when the edits are completed.

o Juvenile Delinquent/Status Tntake =] o) Juvenile Delinquent/Status Tntake =
e Cse [ e e i

s Cse [y | v i
Charged Offense Information Charged Offense Information

Offense Date  VCC Code Offense Description

Intake Petition
PM D

Prrtsd Offense Date  VCC Code Offense Descrption M \Bt‘::e o Fen
09/28/2016 | NAR3MSFS  SALE FORPROFIT

09/28/2016 | NAR-3045F9

Selected Offense Detals

‘Selected Offense Detals —
Offense Date |08/28/2016 Offense Requires School Notfication Offense Date  09/28/2016 v Offense Requires School Notfication Add New Offense
VCC Code [NARD5FS Sate [1822480) e VCCCode NAR-3045FS Sate [1822480)
Heading [NARCOTICS Heading [NARCOTICS
Subheadng | SCHEDULE | OR Il DRUGS - DISTRIBUTION Siheading | SCHEDULE | OF Il DRUGS - DISTRIBUTION
Descrption | SALE FOR PROFIT Descrption | SALE FOR PROFIT
Penaty Modfier | Judge Ordered Detertion PenayModfier [ ] Judge Ordered Detertion
Intake Dispostion |02 - Pettion Filed

Itake Disposiion (02 Pettion Fied ~]
?[auaﬂu%umm

h. Copy Button
i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Copy button, and a
duplication of the selected offense will be created.

55! Juvenile Delinquent/Status Intake

(%]

55 Juvenile Delinquent/Status Intake

Intake Case

ve | Juvenile Intake

juverile Intake

Charged Offense Information

Charged Offense Information
Offense Description

S | Offense Date VCC Code Offense Desciption
/28/2016  NAR-3045-F3 SALE FOR PROFIT

Intake Petttion
PM Dep. 0 Pred

SALE FOR PROFIT
SALE FOR PROFIT

Selected Offense Detals

Selected Offense Detals
Offense Date [09/26/2016 Offense Requires Scheol Notfication Offense Date [09/26/2016 Offense Requires Scheol Notfication
VCC Code [NAR-2045F5 Satue [182:248C) T VCC Code [NAR-3045F5
Heading [NARCOTICS

Statute [13.2-248(C)

Heading [NARCOTICS
Subheading | SCHEDULE | OR Il DRUGS - DISTRIBUTION Subheading | SCHEDULE ORI DRUGS - DISTRIBLTION
Descrption | SALE FOR PROFIT Description | SALE FOR PROFIT
Penaly Modfier | Judge Ordered Detertion Pensity Modfier | Judge Ordered Detertion
Intake Dispostion |02 - Pettion Filed

Intake Disposiion | 02 - Petion Filed

Com ) (o) (meream

[en ] [ comw | [[Doee ] [FiPaton

i. Delete Button
i. (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete button.
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j.  File Petition Button
i.  Click the File Petition button and the Check Information Before Continuing screen will appear.
You CANNOT make any edits once a petition is filed. If you need to add another offense,
affidavit, or order, click the No button.

Check Information Before Continuing =
Please be aware that after saving petition you will
B\, not be able to dit selected offense's information.

Offense Date: 09/28/2016
VCC Code: NAR-3045-F9

Would you like te continue?

Yes No

1. If the information is complete, click the Yes button, and the Petition screen will appear.
Once you click

the Yes button, o Petiton =
the petition is Juvenile Intake- Infake Case Number (CN): 36
Juvenile # Juvenile's Name DOB
sent to the Pettioners Name
Virginia Offense Iromaion
Offense Date 'VCC Code Statute Offense Number
Supreme Court Descrtion. SALE FOR PROFIT
and cannot Peston rfomaton
Petition: Date ~  Time AM 2 Juvenie's Age at the Date of Petition (Years - Mortths)
make any Offerse Text
changes to the 3R POSSESS ITH NTENT 10 GIVE OR DISTHBUTE A CLASS [ 1) CONTROLLED SUBSTARCE, To b - -
petition. If there %DBEESIEFSE?E)D\F”I/I\*RI}:‘P%LNASAMTE%DPER[?F” FROM ANOTHER INDIVIDUAL. IN VIOLATION OF §18.2-248(C) OF THE
is an error, you ) “:“’“e“’;:’";’: IN:ET :;’ ;d“”‘ ] e
should create a == —
new petition Placed in Deertion or Sheller Care: Dok E 0 Dekte
and must sc# View / Prnt Close
contact the
Supreme Court . . ) ) .
to inform them a. All the information in the Juvenile Intake and Offense Information sections will auto-
of the mistake. populate.
You y\c/jill nheed to b. The Petition Date and Time will auto-populate to the date and time the Petition screen
rovide the .
P was opened. If you would like to change the date, select the date from the calendar
Supreme Court i i o i
with the original screen. If you would like to change the time highlight the hour, minutes, or seconds
and new SCH. fields, and click the up or down arrows until the correct time is displayed OR highlight

the hour, minutes, or seconds fields and type in the new time.

c. The Offense Text will auto-populate standard language for the selected offense. You
Offense Text . . L.
button is helpful can edit the information in the Offense Text textbox.
when entering d. If the detention-related questions do not apply, leave the fields blank.
the same e. Check the Do not print juvenile’s address and phone checkbox if the juvenile’s
°ffff‘5|e Text for information needs to remain confidential.
multiple f. Check the Do not print confidential adult address and phone checkbox if the adult’s

juveniles at the . . . . .
same time. (i) information needs to remain confidential.

The Copy

Click the Copy g. Click the Save button and the SC # will auto-populate.

Offense Text h. In order to edit the petition, (i) click the Edit button, (ii) edit the information, and (iii)
:’;‘;tg;‘f'e(:letype click the Save button once the edits are completed.

Number, and i. Inorderto delete the petition, click the Delete button, and the Please Confirm Delete
(iii) click the Ok Operation screen will appear. If you delete the petition, you will return to the Juvenile
button. Delinquent/Status custody Petition tab in the Juvenile Delinquent/Status screen.
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“ Printing the j. Inorder to view or print the petition, click the View/Print button, and the completed

same petition petition will appear.
multiple times
will not change
the SC #.

2 Virginia Department Of Juvenile Justice | [c@]=]
M 41 of 2 b M |« 3 @ W~ | 100% - i

Find | Next

PETITION Case No.
Commmonealth of Virsinia VA. CODE §§ 16.1-262; 16.1-263

Juvenile and Domestic Relations Dis

Jnre a Child under eighteen years of age AGE AT TIME OF OFFENSE: Y
CHILD'S NAME SN DATE OF BIRTH
L 2 3
CHILD'S ADDRESS

H INTENT TO GIVE OR DISTRIBUTE A CLASS (1. I) CONTROLLED SUBST/ 4

(DESCRIEE) VAT THE RTEN T 10 SRORT PROM ANGTHER INOMDUAL N VIOLATION OF 122 [C) oF THE NANE OF PARENT 55 DATEOF BT

1950 CODE OF VIRGINIA AS AMENDED. 5.
(ADDRESS OF PARENT
6.
NAME OF PARENT 3 DATE OF BIRI
7.
ADDRESS OF PARENT
8

GUARDIANILEGAL CUSTODIAN OF PERSON IN LOCO PARENTIS NAME AND ADDRESS 52
< 0

k. Inorder to exit the Petition screen and return to the Juvenile Delinquent/Status Intake
screen, click the Close button.
2. Add Court Summons Button
“ Multiple VCC’s can a. (i) Click the Add Court Summons button, and the Court Summons tab will appear, and (ii) select the
be added to a Offense Date from the calendar screen. The SC # will auto-generate after you save the completed
petition/order. Court Summons.

8 Juvenile Delinguent/Status Intake =]

ok Cse [ Naratne | Cout S

Charged Offense Information

Offense Date  VCC Code Offense Desciiption M ‘gﬁke o i?s‘co

Selected Offense Detals

Offense Date [ sc# | Add New Offense:

VCC Code Find WCC Code | Statute |

Heading |
Subheading |

Descrption |

Penaity Modiier Judge Ordered Detention

Intake Dispostion [ -]

2 Click the Find i. (i) Click the Find VCC button and the Search Offense screen will appear. You can search for an
button if you offense by Statute, VCC, Heading, Sub-Heading, or Description. The Use Wildcard?* checkbox

W°“":1'fike to will be selected automatically. If you do not want to use the wildcard function, uncheck this
search ror an

offense without box. (ii) Click the Find button and a list of VCC’s and Offense Descriptions will be generated
entering any which meet the search criteria. (iii) Select a VCC, and the row will be highlighted in blue, (iv)

information into click the Ok button, and you will return to the Court Summons tab.
the search fields.

85! Search Offense =]

“ When you select a
VCC, a summary of
the charge will be
displayed at the
bottom of the VCCCode  Stante Oferse Deserpton
screen. If the
Notify School?*
field is checked,
the juvenile’s
school must be
notified via a
school notification
letter.
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£ Ashelter Care b. Select the (i) Penalty Moadifier, if applicable, and (ii) Intake Disposition from the drop-down menus,

Order button will (iii) click the Save button, and the saved information will appear in the Charged Offense
appear if you Information section.

select Intake

Disposition 12 - e — =

Shelter Care Only.  itoko Cso | Norato| Cout Summors |tk oo Nartiv | Cout Sumrons

Charged Cffense Information Charged Cffense Information

Sent o

Sentto
O the sC

Offense Date  VCC Code e

Offense Description

Offense Date  VCC Code Offense Description P IB‘;:E

Itake
M e

A Detention Order
button will appear
if you select Intake
Disposition 13 —

0/05/2016 | CON-5014-59 FAILURE TO OBEY SU

Selected Offense Detais — ‘Selected Offense Detals
Detention order Offense Date  10/05/2016  » sc# | Add New Offense Offense Date [10/06/2016 sc# | 225 Add New Cffense
VCCCode CON-5014-59  [FndVCCCode | Stavte [16.1-264 VCC Code |CON01459 Statte 16,1264 Detertion Assessment
0n|y Headng |CONTEMPT OF COURT Headng |CONTEMPT OF COURT
Subheading | JUVENILE AND DOMESTIC Subheading |JUVENILE AND DOMESTIC
Descrption | FAILUIRE TO OBEY SUMMONS Deserption | FAILURE TO OBEY SUMMONS
A Detention Order Penaty Wosier (=] Judge Ordered Detertion Peny Modfer [ Judge Ordered Detertion
button W|” appear Intake Dispostion 119%% v] Intake Dispostion | 16 - Coutt Summons

if you select the ‘

Judge Ordered
Detention

checkbox. c. Add New Offense Button
i If another offense needs to be added to the petitioner/order, (i) click the Add New Offense
button, and the Selected Offense Details fields will become accessible, and (ii) repeat the steps
above to add another offense.

a5l Juvenile Delinquent/Status Intake =]
Coutt Summons | Intake Case | Nametive | Court Summons

Charged Offense Information

Charged Offenss Information

Offense Date VCC Code Offense Desciption ke o SR Offense Date VCC Code Offense Description Pu ke o S

10/05/2016  CON-5014-59 FAILURE TO OBEY NS E 10/05/2016 | CON-5014-58 FAILURE TO OB}

Selected Offense Detals Selected Cffense Detals

Offense Date | 10/05/2016 sc# | 5 Offense Date =]} sc# | Add New Offense
VCC Code [CON-501459 Siatute [ 161264 VCC Code Find VCCCode | Statute |
Heading [CONTEMPT OF COURT Heading |
Subheading |JUVENILE AND DOMESTIC Subheading |
Description | FAILURE TO OBEY SUMMONS Description |
Penaty Modfier | Judge Ordered Detention Penalty Modfier Judge Ordered Detertion
Inicke Dispostion |16~ Court Summons Intake Dispostion [ =

d. Detention Assessment Button
i.  Click the Detention Assessment button, and the Detention Assessment screen will appear. The
Worker Name will auto-populate. The DAI Date will auto-populate to the current date, but you
can change the date from the calendar screen. The DAI# is a system generated number and will
be assigned after you save the completed DAI.

8! frmAddEditDetentionAssessment @
 Some fields in __—_—
the DAI Scores Charged Offense Information
. Offense Date  VCC Code Offense Description py Imeke o Setto DAl Scares
tab will auto- O 10 ihesC e T—r—
10/05/2016  CON501459  FAILURE TO OBEY SUMMONS 17 [Categery C: Ohefelonies -]
populate. 2 fosrs O ;
3. Pror Gult fncludes certinued ad R tofindng o guit")
["0 [Noproradudcatons of guit -]
£ 4. Peitions Pending Adjudication or Dispostion (exclude defemed adjudications)
Check all the P——— (2 (Oomponting ettneptionornaec s g
autO-popuIated Oftense Date [ 10/05/2016 sc | 2 5. Supenision Sistus
) VOC Code [CON5014.59 Statute [16.1:26 . ’zg‘?“ e =
tory o Fallreto Appear (uthin past 12months)
fields to ensure Heading |CONTEMPT OF COURT PRl Ty = —y— 3
the correct Subheading |JUVENILE AND DOMESTIC 7. History of Escape/ Runaways (within past 12 months)

. . . Descrption | FAILURE TO OBEY SUMMONS [0 [Noescapes orunaways witinpast T2 morths -
criteria are belng Penatty Modier [] Judge Ordered Detertion 9 TOTAL SCORE nborted Docidon: [Rloms
used to calculate Irtake Dispastion | 16 -Court Summons

’ Delt
the DAI’s total Cose P
score.
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If the juvenile is
being charged
with multiple
offenses, use the
most serious
offense in the
Most Serious
Alleged Offense
section. In
addition, you
cannot combine
the scores for
multiple
offenses.

Cases that are
dismissed by the
court after
successful
completion of
ordered
conditions
should NOT
counted in the
Prior
Adjudications of
Guilt section.

Do NOT include
any offenses with
a deferred
finding in the
Petitions
Pending
Adjudication or
Disposition field.

If the juvenile is
open to Post-
Dispositional
Services or
Monitoring,
select the
Probation based
on other
offenses OR
CHINSup OR
Deferred
disposition with
conditions
option for the
Supervision
Status field.

The Failure to
Appear MUST
have occurred
within the past
12 months.

BADGE Manual

ii.  DAIScores Tab
1. Most Serious Alleged Offense

a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, reference the most serious offense listed in the current referral
in order to select the appropriate category from the drop-down menu.

2. Additional Charges in this Referral

a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, select the appropriate option from the drop-down menu. Use
the referral complaint form/probable cause statement to determine the appropriate
category.

3. Prior Adjudications of Guilt (includes continued adjudication with “evidence sufficient to
finding of guilt”)

a. (i) Select the appropriate option from the drop-down menu, including
deferred/withheld findings or cases where there is evidence sufficient to a finding of
guilt, and (ii) review the Offense History screen to determine prior court adjudications.
If the Court Adjudication column is blank, review the Case Management record (refer
to the Contacts tab and the Running Records Notes) to determine if the case was
dismissed after successful completion of court conditions.

¥ Refer to the Offense History Screen User Manual for instructions on how to navigate the Offense History
screen.

% Refer to Caseload Management Module User Manual for instructions on how to navigate the Contacts tab.

4. Petitions Pending Adjudication or Disposition (exclude deferred adjudications)

a. (i) Select the appropriate option from the drop-down menu and (ii) review the Offense
History screen to determine prior court adjudications. If the Court Adjudication column
is blank, review the Case Management record. If a CSU is completing a social history,
you may see notes for an Investigation for Report in the Contacts tab indicating a case
is continued for the disposition. The case notes should specify if the case has been
adjudicated or is pending adjudication.

% Refer to the Offense History Screen User Manual for instructions on how to navigate the Offense History
screen.

% Refer to Caseload Management Module User Manual for instructions on how to navigate the Contacts tab.

5. Supervision Status
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Case Management module to check the status of the
juvenile, and select the appropriate option from the drop-down menu.
6. History of Failure to Appear (within past 12 months)
a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Offense History screen, and select the appropriate
option from the drop-down menu.
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7.

The escape/
runaway incident
MUST have
occurred within
the past 12
months.

Click the Auto Fill
button to auto-

populate some of
the fields.

8.

9.

History of Escape/Runaways (within past 12 months)

a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Offense History screen, and select the appropriate
option from the drop-down menu. The escape/runaway incident must have occurred
within the past 12 months.

a5l frmAddEditDetentionAssessment =

Worker Name: DAl Date: h DAI#:
{Completed as Follow-Up (On Call Intake
DAl Scores | Ovemides
1. Most Serious Alleged Offense
7 [Category C: Otherfelonies -
2. Additional Charges in this Refemal
0 [One ormore stetus offenses OR No addtional curent offenses -

Prior Adiudications of Guit includes continued adudications with "evidence suficiert to finding of guit”)
0[N pror adjudications of gui -

IS

Pettions Pending Adiudication or Dispostion (excude deferred adudications)

2 [One pending petiion/disposiion for an ofher offens -

Supenvsion Status

0 [Nene -
Historyof Falreto Appear {nfin past 12morths)

0 No pettioniwarrant/detention order for FTA in past 12 morths v

7. History of Escape/ Funavays fwithin past 12 morths)
0 [No escapes or unaways witin past 12morths -]

9 TOTALSCORE [ AuoFil Indicated Decision: | Release

Actual Decision / Recommendation: Release Atemative 0! Secure Defertion ‘

Total Score

a. The total score will calculate based on the selected options.

Indicated Decision

a. The Indicated Decision is based on the DAI Total Score. The Indicated Decision will be
Release, Detention Alternative, or Secure Detention.

iii. Click the Overrides tab.

ONLY an
Aggravating factor
or a Mitigating
factor can be added
to a DAI, but not
both.

Select the MOST
serious aggravating
factor, if any apply
to the juvenile.

In order to use
Parent Unwilling to
Provide
Appropriate
Supervision or 2.
Parent Unable to
Provide
Appropriate
Supervision, the
incident must rise
to the level where a
complaint will be
made with CPS for
child neglect or
abandonment. A
CPS complaint
MUST be made
prior to completing
the DAL

Revised: 6/2017

aJl frmAddEditDetentionAssessment =

Werker Name: DAl Date - DA
{Completed as Folow-Up (On-Call Irtake
Overides
Maiatory Gverrdes (uverile Must Be Detained)
1. Use of freamin curert offense Commert
2. Escapee/AWOL/Abscondsr per DU Procedure 9471
3. Local court policy fdicate appicable policy)

Discretionary Overide:
1

(overide indicated by quidelines)
2. Nitigating factors (overids to less restrictive placement than indicated by quidslines)

Type  Factor Narrative Add
Edit
Delete
Factor
Namative
3. Approved local graduated sanction for probation/parole violation
Justification
Actual Decision / Recommendation: Release Atemative Securs Detention

Mandatory Overrides (Juvenile Must Be Detained)

a. (i) Check the appropriate checkbox, if any, and (ii) provide a detailed description of why
the mandatory override was selected in the Comment box. If a Mandatory Override is
selected, regardless of the Indicated Decision, the juvenile must be detained.

Discretionary Override

a. Aggravating factors (override to more restrictive placement than indicated by
guidelines) or Mitigating factors (override to less restrictive placement than indicated
by guidelines)

i (i) Select Aggravating factors or Mitigating factors, (ii) click the Add button, and
the Factor drop-down menu will become accessible, (iii) select the most applicable
Factor from the drop-down menu, (iv) provide a brief rational in the Narrative box,
and (v) click the Done button. The information will save as a new Discretionary
Override entry.
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Information in
the Narrative
box may auto-
populate based
on the Factor
selected.

If Local Court
Policy is
selected as the
mandatory
override,
provide a brief
narrative
indicating which
court policy was
applied.
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iv.

ii. Edit Button

1. (i) Click the Edit button, and the Factor and Narrative boxes will become
accessible, (ii) edit the information, and (iii) click the Done button when the

edits are completed.
iii. Delete Button

1. Click the Delete button and the discretionary override will be removed.

b. Approved local graduated sanction for probation/parole violation

i (i) Check the Approved local graduated sanction for probation/parole violation
checkbox and (ii) provide a brief description in the Justification box.

Actual Decision/Recommendation

1. (i) Consider the Indicated Decision and the selected override, if any, (ii) select Release,
Alternative, or Secure Detention, and (iii) click the Save button. The DAI# will auto-

populate.

o frmAddEditDetentionAssessment =] o frmAddEditDetentionAssessment [=]
Worker Name: DAl Date: - DA Woker Neme: DAl Date: DA
{Competed as Folow-Up On Call itake | | (Completed as Folow-Up (On-Call Intake | |
DAI Scores | Overides DAl Scores | Ovemides
Manditory Overides (Juvenie Must Be Detained) Wandatory Overdes (Juvenie Must Be Detained)
[ 1. Use of fiream in cumrent offense Comment: [ 1. Use of fiream in cument offense: Comment:
(7] 2. Escapee/AWOL/Absconder per DI Procedure 9471 (7 2. Escapee/AWOL/Absconder per DJJ Prosedure 9471
(] 3. Local court pocy ndicate applicable policy) [ 3. Local cout policy ndicate applicable policy)
Discretionary Overide Discretionary Overrids
[ 1. Aggravating factors (avenide to more restictive piacement than indicated by guideines) 7] 1. Aggravating factors (overide to more restictive placement than indicated by guideines)
B2 (overide toess than indicated by guidsines) 2. Mitigating factors (overne toless restictive placement than indicated by guidsines)
Type Factor Narative Add Type Factor Narative
= M duvenic Has Significant Subsiance Abuse Problem | uvenile was screened by a qualfied profcs..
Delete
Factor Factor | Juvenie Hes Sgnficant Substance Abuse Problem
Narative Narative of inpatiert andabedis
immediately avaiable.
Os. for [T 3. Approved local gradusted sanction for probation/parole vilation
Justfication Justfication
Actual Decigion /Recommendation: | Release Aremative | Sectre Detention i T "
.

V. Edit Button
1. (i) Click the Edit button, (ii) edit the information in the DAI Score tab or the Overrides tab,
and (iii) click the Save button when the edits are completed.
vi.  Close Button
1. Click the Close button and you will return to the Detention Assessment tab on the Juvenile
Delinquent/Status Intake screen.
vii. Print Button
1. Click the Print button and the completed DAI report will appear.

(= r=]
Find | Next

u! Virginia Department of Juvenile Justice
1 of 1 % & B W | 100%

Virginia Department of Juvenile Justice o
Detention Assessment Instrument Report

Juvenile Name: Juvenile Humber: DOB:
ICh: Intake Date: Worker Name: csug
Completed as Follow-up (on call Intake): DA

4. MOST SERIOUS ALLEGED OFFENSE Score
Category A: Felonies against persons 5

m

Sane NwnaRE

Category B: Felony weapons or felony narcotics distribution.
Category C: Other felonies
Category - Class 1
Category E: Other Class 1
Category F: Viiations of
2. ADDITIONAL CHARGES IN THIS REFERRAL
Two o more addiional current felony offenses.
One addtional current felony offen:
Oz or more addtonal msdemeanar OR vilation of prob./parole offenses.
ne or more status offenses OR Mo addtional current offenses.
3. PRIOR ADJUDICATIONS OF GUILT
(includes continued adjudications
or more prior adudications of guit for felony offens
One prior adjudication of guit for a felony offense
Two or mars prior adjudications. o guik for misdemeanor offenses
Two or mare prior adjudications o guit for prob /parole violations.
Cne prior adjudication of guit for & misdemeanor or status offense.

against persons

with "evidence sufficient to finding of quilt’)
es.

ek

Mo nrinr adiiclieatinns nf muik
4. PETITIONS PENDING ADJUDICATION OR DISPOSITION (exelude deferred adjudication:
One or more pending for a felony offense
Two or more pending for other offenses
One pending petiion/disposition for an other offense 2 15

)
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. Detention Assessment Tab

a2l Juvenile Delinquent/Status Intake

ke o | Nrae | e ke Oetrton fssonas

DADaie  Folow-Up? DAlScore Indicated Decision  Actual Decision Worker Name:

Detertion Atemative  Release

Mandatory Ovenides {Juvenie Must Be Detained)

Use of fiream in curert offense Comment
Escapee/AWOL/Absconder per DJJ Procedure 5471
3. Local cout policy {ndicate appicable policy)
Discretionary Overide
1. Aggravating factors (ovemde to more restrictive placement than indicated by guidelines)
z toless than indicated by guidelnes)
Factor Namative

Juvenie Has Significart Substance Abuse Problem | Juvenile was screened by a qualfied professional as in need of in.

3. Approved local graduated sanction for probation/parole violation
L

[as ] [VewBw] [ Dok ]

1. Add Button
a. Click the Add button and the Detention Assessment screen will appear.

B  Refer to page 63 for instructions on how to complete a Detention Assessment Instrument.

2. View/Edit Button
a. (i) Select a completed DAI, and the row will be highlighted in blue, (ii) click the
View/Edit button, and the Detention Assessment screen will appear.

95! Juvenile Delinquent/Status Intake

Juvenile Intake | Detention Assessment

DADate  Follow-Up? DAIScore Indicated Decision Actual Decision Worker Name
12 Detertion Aemative  Release

@} & frmAddEditDetentionAssessment =]

DA Scores

1. Most Serious Aleged Ofiense
12 [Categary B: Felony weapons orfelony narcotics distabution

2. Addtional Charges inths Referal
0 [One ormore status cffenses OR: No addtional curent offenses

Mandstory Overices (uverds ust Be Detaned) oot 3 Pror G incloes cortrued ac ‘- tofindngof gt
[ 1. Use of fieamin cument offense: =
se 0 |Nopror adudications of guit

2 Escapes/ANOL/Abszonder per DI Procedure 9471 4. Petions Pending Adudication or Dispostion (sxclude defered adjucications)

3. Local court policy (ndicate applicable policy) 170 INopenng pettonsdspostons
Discretionary Overide 5. Supervision Siatus

Aggravating factors (overrids to more resirictive placement than indicated by guidelines) 0 [None

o

History of Falure to Appear fwithin past 12menths)
[0 [No pettion/wanant/detertion orderfor FTAin past 12 morths
History of Escape/ Runaways {uithin past 12 morths)

0 [No sscapes or rnaways within past 12 merihs

Mitigating factors (overtide to less restiictive placement than indicated by guidelines)

Factor Narative

~

Juvenile Has Signficart Substance Abuse Problem  Juvenile was screened by a qualfied professional as in need of in

12 TOTAL SCORE Indicated Decision: | Detention Altemative.

3. Approved local graduated sanction for probation/parole violation

Justfication |

[rd | [Vewes ] [ Dok |

#F Refer to page 65 for instructions on how to edit or print the completed Detention Assessment Instrument.

3. Delete Button
a. (i) Select a completed DAI, and the row will be highlighted in blue, (ii) click the Delete
button, and the Please Confirm Delete Operation screen will appear.
e. Detention Order Button
i.  Click the Detention Order button and the Detention Orders tab will appear.

ol Juvenile Delinquent/Status Intake =]

ke Coe Vo | Gt S

Charged Offense Information
Multlple VCC'’s Offense Date  VCC Code Ofiense Descption Py ke o Dl (| 1041172016
can be added to
a petition/order.

Detertion Date:

10/05/2016 | CON-5014-53 FAILURE TO OBEY SUMMONS

Detertion Order Information

Facity v © Al ©® Securs Detentions € Jais
Date lesusd 101172016 = Date Served [El Date Withcraun =]
Detention Order / Capias Reasonis)
Selected Offense Da’L The juvenile is aleged to have -
Ofiense Date | 10/05/2016 sca | [ A e Oferce | ] commited an actthat would be a felony or Class 1 misdemeanour f commited by adt,
VCC Code |CON-E014-59 staute [16.1:26¢ Detertion Assessmert 7] Vieted the ters of probation or parole when the chirge for which he /she wes placed on probation or parcle
Heatng [CONTENPT OF COURT wouid have been afelony or Class 1 misdemeanor f commited by an adut
‘eadng Detertion Order AND there s clear and convincing evidence that
Subheading |JUVENILE AND DOMESTIC [7] the refease of the juverile consitutes a clear and substantialthreat o the person or property of others: or

Description | FAILURE TO OBEY SUMMONS [ the release ofthe juverile would present a ciear and substartalthreat of senious hiam to such uvenile’s Ife or

Penaty Modfier Judge Ordered Detention - the uvenie hs hreatened o sbscond o the cout'sursdicton dung the pendency of he nstant procssdngs
or has a record of wiful faire to appear at @ cout's hearing witin the immedtely preceding twelve morths
ke Dispastion |16 Cout Summens — The = detection home e he s P dirctedfo remain e the bl e of

wi ) Came] (] [vewsrm
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ii. (i) Select the Facility from the drop-down menu. The Date Issued will auto-populate to the
current date. If you would like to change the date, select the date from the calendar screen.
The Date Served and Date Withdrawn will be entered into BADGE if and when the detention

In order to filter
the Facility

drop-down order is served or withdrawn. (ii) Select all the Detention Order/Capias Reasons that apply to
menu, select All the juvenile and (iii) click the Save button.
Secure
Detentions, or
. a=! Juvenile Delinquent/Status Intake == 65 Juvenile Delinquent/Status Intake =
Jails.

Intaks Case | Namative | Cout Summens | Detention Orders | Intake Case | Namative | Cout Summens | Detention Orders |

lssuzd Served Withdrawn Detertion Date Prirted Issued Served Withdrawn Detertion Date Printed

T R I

Detention Order Information Detention Order Infomation
Faciity | v © A ® Secure Detentions ) Jais Facity

Date lssued  10/11/2016 = Dete Withdann B Date lssued | 101172016

Detention Order / Capias Reason(s) Detention Order / Capias Reasons - 2 Reasons Selected

] The juvenie is aleged o have & The juvenie s alleged to have -

ommited an act that would be @ felony or Ciass 1 misdemeanour f commited by adut

(1] vielated the tems of probation of parcl when the charge for which he/she was placed on prosation or pardie
would hiave been a felony or Class 1 misdemeanor f commited by an adult

AND there is clsar and convinging evidsnos that:
] the release of the juverile constitutes a clear and substartial threzt to the person or property of others; or

Date Served B Date Served Date Withdrawn

viclated the terms of probation o pardle when the charge for which he/she was placed on probation or parole
would have been afelory or Class 1 misdemeanor f committed by an adult

AND there s lsar and convinging evidsnos that:
the release of the juvenile consttutes a clear and substartial threat to the person or property of others; o

‘Gomitted an act that would be a felony or Class 1 misdemeanour f commitied by adu, ‘

I

the release of the juvenle wouid present a clear and substantial e of serious ham o such juvenie's Ife or

the juverille has threatened to abscond from the courts jurisdiction during the pendency of the instart proceedings
rhas a record of wiful faiure to appear at a coutt's hearing within the immediately preceding twelve months.

5 the release ofthe juvenils would present 2 clear 3nd substartial threst of secious hamto such juvenie'sIfe or

the juverile has threatened to abscond from the courts jurisdiction during the pendency of the instant proceedings
or has a record of wiful falure to appear at a coutt's hearing wihin the immediately preceding twelve manths.

— Thaivenie ahsrondad fam 2 defgrtion hom or facilfy whar he has heen dimnter o remain by the [awfil orer of 2

‘ = .

[ Delete | [ View/Put

iii. Add Button
1. Click the Add button and the fields will become accessible.

B Refer to page 66 for instructions on how to complete a Detention Order.

iv. Edit Button
1. (i) Select a completed Detention Order, and the row will be highlighted in blue, (ii) click the
Edit button, (iii) edit the information, and (iv) click the Save button when the edits are
completed.
V. Delete Button
1. (i) Select a completed Detention Order, and the row will be highlighted in blue, (ii) click the
Delete button, and the Please Confirm Delete Operation screen will appear.
vi.  View/Print Button
1. (i) Select a completed Detention Order, and the row will be highlighted in blue, (ii) click the
View/Print button, and the completed detention order/capias will appear.

T e
~ Juvenile Delinquent/Status Intake (=2 o Virginia Department Of Juvenile Justice [=1[=]=]
Intake Case, | Naative | Court Summons | Detertion Onders |
1 £l @ b~ o o Find | Net
Issued Served Wihdraun Detertion Dete Pinted ° L 10 e

e DETENTION ORDER / CAPIAS PURSUANT TO § 16024700 caeve. _____*
Commonwealth of Virginia Va. Code §§ 16.1-247(A & D). 16.1-248.1, 16.1-230 F, 16.1-236

Juvenile and Domestic Relations

Detertion Order Information ==y
Facity

Date lesued | 10/11/2016

Date Served Date Withdrwn

Detertion Order / Capias Reasens - 2 Reasans Selected
The juverile i alleged to have .

Other Pending ang Previous Chare:
committed an act that wouid be a felony or Class T misdemeanour if committed by adul ‘

‘ To be completed ONLY if petition is not attached to this order.

TATE GrERIE

[ Viosted the tems of probton orparole nhen the charge for which he/she was piscsd on probation or parole
would hiave been a felony or Ciaes 1 misdemeanor f committed by an adut

AND there is dlear and convincing evidence that
] the release of the juvenie constiutes 2 clear and substantial threat to the persan ar propety of others; or
7y the release of the presert a clear

heath; or
the juvenie has threatened to abscond from the court' jursdiction during the pendency of the instan! proceedings
or has a record of wilful failre to cppear at a cour’s hearing within the immedictely proceding twelve morths

threat of serious ham to e or

. Tha irvanils shsrandsd from 2 detertion home ar ity whers he has hesn dected tn mmsin by the il ordercf a7
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f. Shelter Care Order Button

i.  Click the Shelter Care Order button and the Shelter Care Orders tab will appear.
Multiple VCC’s
can be added to -

a petition/order.

Charged Cffense Information

St G Ot

Shelter Care #  Date Printed Fagiity

Intake Sent o
Offense Date  VCC Code Offense Description PM e 0 osc

10/05/2016 | CON-5014-53 FAILURE TC

‘Shehter Care Order Information

Faoilty [ -
© Al @ Communiy Youh Homes  ©) Shefer Faciies () Less Secure Detertions
Selected Offense Details Shetter Care Order Reason(s)
Offense Date [ 10/05/2016 sc# | [ Add New Offense | The chid is eligible for placemert in a secure faciity; or
VCC Code [CON-501458 Statte 16,1264 Detertion Assessment The child has falled to adhere to the directions of the court,intake officer or magisirate while on conditional release: or
Headng |CONTEMPT OF COURT [ eononier The chid's parert, quardian or other person able to provide supervision cannat b reached witin a reasonable time: or
Subheadng |JOVENILE AND DOMESTIC e The chid does not consent to retum home: or
Descrpton [FAILURETO OBEY SUMNONS [ sneterCare e | ettt chids arert or g o any hrpesn s to penision Gan aive to
Fenaity Modfier Judge Ordered Detertion The chid's parert or quardian refuses to pemnit the child to retum home and no reative or cther person wiling and ableto
Intake Dispostion | 12 - Shefter Care Only

provide proper supenvision and care can be located within a reasonable time.

o) o]

sdd | [ Sawe ]| [ Cancel | [ View/Prnt

(i) Select the Facility from the drop-down menu, (ii) select all the Shelter Care Order Reason(s)

In order to filter that apply to the juvenile, and (iii) click the Save button.
the Facility

drop-down = q m q
menu, select All,

commu nity Shelter Care # Date Prirted Faciity ‘Shelter Care # Date Prirted Faciity
Youth Homes,
shelter ‘Shefter Care Order Information ‘Shefter Care Order Information
Facilities, or racity | z) Facity |

S oM @ Community Youth Homes @) Shetter Faciities @) Less Secure Detentions
Less Secure Shoter Core Order Resoonte) ShterCore rder Reasons -1 Reasen Seleted

. The chid is ligible for placemert in a secure facility: or

Detentions.

‘The chid is lgible for placemert in a secure facily: or

e chid has failed to adhere to the directions of the court, intake officer or magistrate while on conditional release; or The child has failed to adhene to the directions of the court, intake officer or magisirate while on conditional release: or

i child's parent, guardian o other person able to provide supervision cannot be reached within 2 reasonable time; or The chid's parent, quardian or other person able to provide supervision cannot be reached within a reasonable time; or
The child does not consent to retum home: or

‘The child does not consent ta retum home: or
Neither the chids parent or guardizn nor any ather person able to providz proper supervision can amve to assume custady Netherthe chil’s parent or guardian nor any ather person able to upenvision can amive to
wihin a reasonable time: o within 2 reasonzble time ; or

The child's parent or guardian refuses to pemt the child to retum home and no relative or other person wiling and able to ‘The child's parent or guardian refuses to pemt the child to retum home and no relative or other person wiling and abls to
provide proper supervision and care can be located within 2 reasonable time provide proper supenvision and care can be located within 2 reasonzble time

[ ([ save | [ Cancdl | [ View/Pmt

pdd | [ Et | [ Deee | [ View/Pmt \l

iii. Add Button
1. Click the Add button and the fields will become accessible.

B  Refer to page 68 for instructions on how to complete a Shelter Care Order.

iv. Edit Button

1. (i) Select a completed Shelter Care Order, and the row will be highlighted in blue, (ii) click

the Edit button, (iii) edit the information, and (iv) click the Save button when the edits are
completed.

V. Delete Button

1. (i) Select a completed Shelter Care Order, and the row will be highlighted in blue, (ii) click

the Delete button, and the Please Confirm Delete Operation screen will appear.
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vi.  View/Print Button
1. (i) Select a completed Shelter Care Order, and the row will be highlighted in blue, (ii) click
the View/Print button, and the completed shelter care order will appear.

og

w4l Virginia Department Of Juvenile Justice EE=]
e s Nart | G Sumor | St o O
1 i 2 @ | = Find | Net
Sheher Care #  Date Pinted Facity M4 of2 b b |« 0@ |H-| 100% ind |
SHELTER CARE ORDER CASENO.

VA CODE AMN. §§ 16.1-274(D), 16.1-248.1, 16.1-249, 16.1-252, 16.1-256, 16.1-

Shefier Care Onder Iformaton | e e e s .

Facilty | Inre:

Sheker Care Order Reasons - 1 Reason Selected

The chid is eligible for placement in 2 secure facilty; or

The chid has faled to adhere to the diections of the court, ntake officer or magisirte while on conditional release: or
The chids parent, guardian or ather person able to provide supervision cannat be reached within 2 reasanable time; or
The chid does not consent to retum home: o

Neither the chid's parent or guardian nor any other person able to provide proper supervision an arive to assume custody
within 3 reasonable time; or

The chid's parert or guardian refuses to pemnit the child to retum home and no relative or other person wiling and able to
provide proper supervision and care can be located wihin a reasanable time.

Tt appears from the petition or warrant filed conceming the juvenile that the juvenile may come within the purview of the

[- Juvenile and Domestic Relations District Court Law, and it further appears that the welfare of the juvenile requires that his cu

immadintale acermad o the Caet_in that
< m 1 ro

g. Edit Button
i (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii) edit
the information, and (iv) click the Save button when the edits are completed.

as o5

Charged Offense Ifomation Charged Offense Ifomation
Offense Date VCC Code Offense Desciption ke o SR Offense Date  VCC Code Offense Desciption e o Sl

10/05/2016 | CON-5014-53 y 0 OBEY SUMMONS E 10/05/2016 | CON-5014-58 FAILURE TO OBEY SUMMONS

Selected Offense Detais Selected Offense Details
Offense Date [ 10/05/2016 scu [ 5 Add New Offense. Offense Date [10/05/2016 scu [ 5 Add New Offense
VEC Code [CON-501453 State [16.1264 Detention Asscssmort VEC Code [CON-501453 Staute [161264
Headng [CONTEMPTOFCOURT Headng [CONTEMPTOFCOURT
Subheading |JUVENILE AND DOMESTIC Subheadng [JUVENILE AND DOMESTC
Description | FAILURE TO OBEY SUMMONS Description | FAILURE TO OBEY SUMMONS
Penaly Modfier | Judge Ordered Detertion Pensity Modfier | Judge Ordered Detertion
Intake Dispostion |16 - Coutt Summons Irtake Disposition |16 - Court Summons -]

‘

h. Delete Button
i (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete button.
3. Add Bench Warrant Button
' Multiple VCC’s a. (i) Click the Add Bench Warrant button, and the Bench Warrant tab will appear, and (ii) select the

can be added to Offense Date from the calendar screen.
a petition/order.

85! Juvenile Delinquent/Status Intake

sk Coe | ot | Gor izt

Charged Offense Information

Offense Dete  VCC Code Offonse Desciption P e o gl

Selected Offense Detals

Offense Date = sc# [ Add New Offense

VCC Code: Find VGG Code | Statute |

Heading |
Subheading |

Desaription |

Penaity Modiier Judge Ordered Detention

Intake Dispostion [ -]
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Click the Find
button if you
would like to
search for an
offense without
entering any
information into
the search
fields.

When you select
a VCC, a
summary of the
charge will be
displayed at the
bottom of the
screen. If the
Notify School?*
checkbox has a
checkmark in it,
the juvenile’s
school must be
notified via a
school
notification
letter.

A Shelter Care
Order button
will appear if
you select
Intake
Disposition 12 —
Shelter Care
Only.

A Detention
Order button
will appear if
you select
Intake
Disposition 13 —
Detention
Order Only.

A Detention
Order button
will appear if
you select the
Judge Ordered
Detention
checkbox.

BADGE Manual

i (i) Click the Find VCC button and the Search Offense screen will appear. You can search for an
offense by Statute, VCC, Heading, Sub-Heading, or Description. The Use Wildcard?* checkbox
will be selected automatically. If you do not want to use the wildcard function, uncheck this
box. (ii) Click the Find button and a list of VCC’s and Offense Descriptions will be generated
which meet the search criteria. (iii) Select a VCC, and the row will be highlighted in blue, (iv)
click the Ok button, and you will return to the Juvenile Intake tab.

8 Search Offense

VCC Code Statute

Offense Descrption

b. Select the (i) Penalty Modifier, if applicable, and (ii) Intake Disposition from the drop-down menus,
(iii) click the Save button, and the saved information will appear in the Charged Offense

Information section.

Charged Offense Information

Charged Offense Information

Offense Date  VEC Code Offense Desciption oo

rtake S
PM Dip. O thesC

Selected Offense Detais o
Offense Date  10/04/2016 v sca |

VCCCode ORD-94853 [ Find VCCCode |  Statute |DILLIONS RULE
Heading |ORDINANCE. CITY, OR COUNTY (FOR USE BY LIDS ONLY)
Subheading | FAILURE TO APPEAR
Descrption | LOCAL COURT - FAILURE TO APPEAR

Penaity Modiier Judge Ordered Detention

Iniake Dispostion [16 - Coutt Summons. ~]

Add New Offense

Offense Date VCC Code Offense Desciption e o R

the SC

10/04/2016 | ORD-9948-53 LOCAL COURT - FAILURE TO APPEAR

Selected Cffense Detals

Offense Date | 10/04/2016 sc | 20 #dd New Offense
VCC Code [ORD9948:59 Siatute [DILLIONS RULE [ Detemton Assessment |

Heading |ORDINANCE, CITY. OR COUNTY (FOR USE BY LIDS ONLY)
Subheading | FAILURE TO APPEAR
Descripion |LOCAL COURT - FAILURE TO APPEAR
Penalty Modfier Judge Ordered Detention

Intake Disposition |16 - Cout Summons

c. Add New Offense Button
i If another offense needs to be added to the petitioner/order, (i) click the Add New Offense

button, and the Selected Offense Details fields will become accessible, and (ii) repeat the steps

above to add another offense.

Charged Offense Irfomztion

Changed Offense Irformation

Sentto

Offense Date  VCC Code 0 g

Ofense Description Py ke

10/04/2016  ORD-9348-53 LOCAL COURT - FAILURE TO APPEAR

Selected Offense Detais
Offense Date | 10/04/2016 scr | 230
VCCCode [ORD-994859 Statite | DILLIONS RULE
Headng |ORDINANCE. CITY, OR COUNTY (FOR USE BY LIDS ONLY)
Subheadng |FAILURE TO APPEAR
Descrition |LOCAL COURT - FAILURE TO APPEAR
Peraty Modfier |

Intake Dispostion | 16 - Court Summans

Detertion Assessment

Judge Ordered Detention

Sertto

Offense Date  VCC Code Offense Descrption PM \g::e oy
10/04/2016

ORD-3343.59 | LOCAL COURT - FAILURE TO APPEAR

‘Selected Offense Detals

CffenseDate | | (] sc# |

Find VCC Code | Statute |

‘Add New Offense

VCC Code

Heading |
Subheading |

Description |

ensty ogber [ =] [l Jodge Ored Dt

Intake Dispostion [ =
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Some fields in
the DAI Scores
tab will auto-
populate.

Check all the
auto-populated
fields to ensure
the correct
criteria are being
used to calculate
the DAI’s total
score.

If the juvenile is
being charged
with multiple
offenses, use the
most serious
offense in the
Most Serious
Alleged Offense
section. In
addition, you
cannot combine
the scores for
multiple
offenses.

Cases that are
dismissed by the
court after
successful
completion of
ordered
conditions
should NOT
counted in the
Prior
Adjudications of
Guilt section.

Do NOT include
any offenses with
a deferred
finding in the
Petitions
Pending
Adjudication or
Disposition field.
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d. Detention Assessment Button
i.  Click the Detention Assessment button, and the Detention Assessment screen will appear. The
Worker Name will auto-populate. The DAI Date will auto-populate to the current date, but you
can change the date from the calendar screen. The DAI# is a system generated number and will
be assigned after you save the completed DAI.

a5l frmAddEditDetentionAssessment =

DAl Date: - DAR
{Compleied as Folow-Up (On Cal Intcke

Worker Name:

DAl Scores | Ovenides
1. Most Serious Aleged Offense

0 [Ohes -
2. Additional Charges in this Refemal

0 [One ormore stetus offenses OR No addtional curent offenses -
3. Prior. Ad“ud ns of Guit fncludes continued adjudications with "evidence sufficient to finding of guit ‘)‘

4. Pettions Pending Adudication or Dispostion (exclude defemed adjudications)

of unaways within past 12merihs

0 TOTALSCORE [ AuoFil

Actual Decision / Recommendation: ~ © Release

Indicated Decision: | Release

Htemative Secure Detertion ‘

ii. DAl Scores Tab
Most Serious Alleged Offense

1.

a.

This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, reference the most serious offense listed in the current referral
in order to select the appropriate category from the drop-down menu.

2. Additional Charges in this Referral

a.

This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, select the appropriate option from the drop-down menu. Use
the referral complaint form/probable cause statement to determine the appropriate
category.

3. Prior Adjudications of Guilt (includes continued adjudication with “evidence sufficient to
finding of guilt”)

a.

(i) Select the appropriate option from the drop-down menu, including
deferred/withheld findings or cases where there is evidence sufficient to a finding of
guilt, and (ii) review the Offense History screen to determine prior court adjudications.
If the Court Adjudication column is blank, review the Case Management record (refer
to the Contacts tab and the Running Records Notes) to determine if the case was
dismissed after successful completion of court conditions.

& Refer to the Offense History Screen User Manual for instructions on how to navigate the Offense History

screen.

# Refer to Caseload Management Module User Manual for instructions on how to navigate the Contacts tab.

4. Petitions Pending Adjudication or Disposition (exclude deferred adjudications)

a.

(i) Select the appropriate option from the drop-down menu and (ii) review the Offense
History screen to determine prior court adjudications. If the Court Adjudication column
is blank, review the Case Management record (refer to the Contacts tab and the
Running Records Notes) to determine if the case was continued for the disposition. The
notes should specify if the case has been adjudicated or is pending adjudication.

& Refer to the Offense History Screen User Manual for instructions on how to navigate the Offense History

screen.

¥ Refer to Caseload Management Module User Manual for instructions on how to navigate the Contacts tab.
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If the juvenile is

open to Post- 5.
Dispositional

Services or

Monitoring, select

the Probation

based on other 6.
offenses OR

CHINSup OR

Deferred

disposition with

conditions option

for the Supervision 7.
Status field.

The Failure to
Appear and
escape/ runaway
MUST have
occurred within the
past 12 months.

The escape/
runaway incident
MUST have
occurred within the
past 12 months.

Click the Auto Fill
button to auto-
populate some of
the fields.

ONLY an
Aggravating factor
or a Mitigating
factor can be 9.
added to a DAI, but

not both.

8.

Select the most .
serious aggravating

factor, if any apply

to the juvenile.

In order to use
Parent Unwilling to
Provide
Appropriate
Supervision or
Parent Unable to
Provide
Appropriate
Supervision, the
incident must rise
to the level where
a complaint will be 1.
made with CPS for
child neglect or
abandonment. A
CPS complaint
MUST be made
prior to completing
the DAI.
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Supervision Status

a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Case Management module to check the status of the

juvenile, and select the appropriate option from the drop-down menu.

History of Failure to Appear (within past 12 months)

a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Offense History screen, and select the appropriate
option from the drop-down menu. The Failure to Appear must have occurred within

the past 12 months.
History of Escape/Runaways (within past 12 months)

a. This field will auto-populate. If this field does not auto-populate, or needs to be
changed for accuracy, review the Offense History screen, and select the appropriate
option from the drop-down menu. The escape/runaway incident must have occurred

within the past 12 months.

a2l frmAddEditDetentionAssessment =

Worker Neme: DAIDate - DR
{Complted as Folow-Up (On Call ntake
DAl Scores [Overides
1. Most Serous Aleged Offense
0 [others -
2. Addiional Charges n ths Referal
0 [One ormore status ofienses OR No additional curent afienses -

Pror Adjudications of Gult indludes continued adiudiations with "evidence sufficent to finding of guit)
0 [MNopror sdudcations of quit -

-

Pettions Pending Adudication or Dispostion (exchude defered adudications)
0 (No pending pettions/Gspostions -

History of Failure to Appear fwithin past 12 months)
0 [No pettion/ivarrant/detention erder for FTA in past 12 morihs -

7. History of Escape/ Runaways {wihin past 12months)
x unaways within past 12 menths v\

0 TOTALSCORE [ AuoFil Indicated Decision: | Release

Actual Decision / Recommendation: © Release Atemative ‘Secure Detertion ‘

Total Score
a. The total score will calculate based on the selected options.
Indicated Decision

a. The Indicated Decision is based on the DAI Total Score. The Indicated Decision will be

Release, Detention Alternative, or Secure Detention.

Click the Overrides tab.

a5l frmAddEditDetentionAssessment =

Worker Nare DAl Date ~ DA
{Completed as Follow-Up {On-Call Intake.
Overides
Mofctory Gverrdes (Juvenile Must Be Detained)

1. Use of fiream in current offense Commert;
2. Escapee/AWOL/Absconder per D Procsdure 3471
3. Local cour policy fndicate applcable poiicy)

Discretionary Overide

overide idelines)
2. Migating factors (overide to less restrictive placement than ndicated ng\:dgehnes) )
Type  Factor Narrative Add
Edt
Delete
Factor
Narative
3. Approved local graduated sanction for probation/parole violation
Justfication
Actual Decision / Recommendation: Release Arematve Securs Detention

Mandatory Overrides (Juvenile Must Be Detained)

a. (i) Check the appropriate checkbox, if any, and (ii) provide a detailed description of why
the mandatory override was selected in the Comment box. If a Mandatory Override is
selected, regardless of the Indicated Decision, the juvenile must be detained.
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2. Discretionary Override
a. Aggravating factors (override to more restrictive placement than indicated by
guidelines) or Mitigating factors (override to less restrictive placement than indicated
by guidelines)
i. (i) Select Aggravating factors or Mitigating factors, (ii) click the Add button, and
the Factor drop-down menu will become accessible, (iii) select the most applicable
Factor from the drop-down menu, (iv) provide a brief rational in the Narrative box,
and (v) click the Done button. The information will save as a new Discretionary
Override entry.
ii. Edit Button
1. (i) Click the Edit button, and the Factor and Narrative boxes will become
accessible, (ii) edit the information, and (iii) click the Done button when the
edits are completed.
iii. Delete Button
1. Click the Delete button and the discretionary override will be removed.
b. Approved local graduated sanction for probation/parole violation
i (i) Check the Approved local graduated sanction for probation/parole violation
checkbox and (ii) provide a brief description in the Justification box.
iv. Actual Decision/Recommendation
1. (i) Consider the Indicated Decision and the selected override, if any, (ii) select Release,
Alternative, or Secure Detention, and (iii) click the Save button. The DAI# will auto-
populate.

o2l frmAddEditDetentionAssessment = 55 frmAddEditDetentionAssessment. B3

Worker Name: DAl Date: DA
{Completed as Folow-Up (On-Call Iniake:

Worker Name: DAI Date: v DA
(Completed s Follow-Up (OnCall Intake

DAl Scores | Ovs

[¥] 2. Mtigating factors (avemide to less restictive placement than indicated by guidelines)

than indicated by guidelnes)

Type Factor Naraiive Add Type Facior Narative
= (M Juvenie Has Signiicart Substance Abuse Problem | Juvenie was screened by  quaified pofes..
Deete
Factor Factor [Juvenie Has Signficant Substance Abuse Problem
Narative Nemaiive: v o andabedis
immeditely avaiabie
3 3. Approved local gracusted sanction for pobtion/parole vilstion
Justfcaton Justfcation
Actual Decisjon / Recommendation: Rolease. Atemative Seoure Detention I isi ? 2
e
4

V. Edit Button
1. (i) Click the Edit button, (ii) edit the information in the DAI Score tab or the Overrides tab,
and (iii) click the Save button when the edits are completed.
vi. Close Button
1. Click the Close button and you will return to the Detention Assessment tab on the Juvenile
Delinquent/Status Intake screen.
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vii. Print Button
1. Click the Print button and the completed DAI report will appear.

8! Virginia Department of Juvenile Justice [a@]=]
M 41 ofl b M|« @ | B Q- | 100% - Find | Next

Virginia Department of Juvenile Justice o
Detention Assessment Instrument Report

Juvenile Name: Juvenile Humber: DOB:
ICH: Intake Date: Worker Name: Csus
Completed as Follow-up (on call Intake): DAI:

4. MOST SERIOUS ALLEGED OFFENSE Score =
Category A Felonies against persons 15
Category B: Felony weapons or felony narcotics distribution.
Category C: Otner felonies
Category D: Class 1 against parsons
Category E: Other Class 1
Category F: Vioiations of

2. ADDITIONAL CHARGES IN THIS REFERRAL.
Two or more addfional current felony offenses.
One additional current felony
One or more addtional misdemeanor OR violation of prob./parole offenses.....
One or more status offenses OR Ho addtional current offenses.

3. PRIOR ADJUDICATIONS OF GUILT

(ingludes continued adiudications with "evidence sufficient to findina of quilt")

“Twio or more priof adjudications of guit for felony offenses.
One prior adjudication of uit for a felony offense
Twwo or more prior adiudications. of guit for misdemeanor offenses
Two or more prior adjudications of guit for prob_Jparole violations.
One prior adjudication of guit for a misdemeanor or status offense.

Mm-S

Mere  sone

4. PETITIONS PENDING ADJUDICATION OR DISPOSITION (exelude deferred adjudication:
for a felony offense
Two or more pending for other offenses
One pending petiion/disposition for an other offense

woo

viii. Detention Assessment Tab

Juvenile Delinquent/Status Intake

Dutertn st

DADaie  Folow-Up? DAlScore Indicated Decision  Actual Decision Worker Name:
Detertion Atemative  Release

Mandatory Ovenides {Juvenie Must Be Detained)
Use of firsam in current offense
Escapee/AWOL/Absconder per D Procedure 9471
. Local cout policy (ndicate appicable policy)

Comment

Discretionary Overide
Aggravating factors foveride to more restrctive placement than indicated by guidslines)
z toless than indicated by guidelnes)

Narative

Juvenie Has Significart Substance Abuse Problem | Juvenile was screened by a qualfied professional as in need of in.

3. Approved local graduated sanction for probation/parole violation
L

(o] [Cem) (o=

1. Add Button
a. Click the Add button and the Detention Assessment screen will appear.

B Refer to page 71 for instructions on how to complete a Detention Assessment Instrument.

2. View/Edit Button
a. (i) Select a completed DAI, and the row will be highlighted in blue, (ii) click the
View/Edit button, and the Detention Assessment screen will appear.

85/ Juvenile Delinquent/Status Intake

[ sk Coe ot [ e e | Dsorin ecarer

DADate  Follow-Up? DAIScore indicated Decision  Actual Decision Worker Name
12 Detertion Aemative  Release

@1 o) frm AddEditDetentionAssessment =]

DA Scores

1. Most Serious Aleged Ofiense
12 [Categary B: Felony weapons orfelony narcotics distabution

™

Addtional Charges nthis Referal
0 [One ormore status offenses OR No addional curen cffenses

Mandstory Overides (Juvenile hust Be Detained) Co Prior Guit fncludes continued ad tofinding of guit”)
= mmert:
1. Use of firam in current offense 0| No pror adjucications of guit

= 2. Escapes/AWO! Uﬂbs_cv"dﬂpw DJJ Frocedure 8471 Petitions Pending Adjudication or Disposttion (exclude deferred adjudications)
3. Local coutt policy (indicate applicable policy) 0 [Nopending pettions/dspostions

w

-~

o

Discretionary Overide Supenvision Siatus
1. Aggravating factors {overide to more restrctive placement than indicated by guidelines) [0 [None
Witigating factors foveride o less restictive placement than indicated by ouidelines) History of Falure o Appear fithin past 12menihs)
[0 [No pettion/wanant/detertion orderfor FTAin past 12 morths
History of Escape/ Runaways {uihin past 12morths)
0 [No escapes or rnaways within past 12 merihs

12 TOTAL SCORE Indicated Decision: | Detention Altemative

S

Factor Narative

~

Juverile Has Significart Substance Abuse Froblem | Juverile was screened by a qualfied professional as in need of in.

3. Approved local graduated sanction for probation./parole violation

Justfication | = 5 o

[pae | [Vewms ] [ i | [ e | [ cwe | [ e |

& Refer to page 73 for instructions on how to edit or page 74 for instruction on how to print the completed
Detention Assessment Instrument.

3. Delete Button
a. (i) Select a completed DAI, and the row will be highlighted in blue, (ii) click the Delete
button, and the Please Confirm Delete Operation screen will appear.
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e. Detention Order Button

In order to filter
the Facility
drop-down
menu, select All,
Secure
Detentions, or
Jails.

Click the Detention Order button and the Detention Orders tab will appear.

= —
as' Juvenile Delinquent/Status Intake

Nordioe

85 Juvenile Delinquent/Status Intake =]

btk G o | o Vs | Gtrier

Charged Cffense Information

Issued Served Withdrawn Detertion Date: Printed

(Co 10112016

Intake Sent o
Offense Date  VCC Code Offense Description PM e 0 osc

10/04/2016  ORD-9948-59 LOCAL COURT - FAILURE TO APPEAR

Detention Order Infomation

Faciliy v © Al ® Securs Detentions ) Jais
Date lesusd  10/11/2016 = Date Served ® Date Withdrawn [E]
Selocted Offense Detals Detention Order / Capias Reasonis)
Offense D: 10/04/2016 sc# | 230 Add New Offense. The Jvends s aleged to v -
ense Date ) [ committed an act that would be @ felony or Class 1 misdemeanour f commited by adu
VCCCode |ORD-9843.59 Staute [DILLIONS RULE Detertion Assessment 7] Vieted the tems of probation or parole when the chsige for which he/she was placsd on probation or parcle
would have been a felony or Class 1 misdemeanor if committed by an adult
Heading ‘ORD\NANCE‘ CITY, OR COUNTY (FOR USE BY LIDS ONLY) [Dd—][ AND there is clear and convincing evidence that:

Subheading | FAILURE TO APPEAR [T] the release of the juvenile constitutes  clear and substantial threat o the person or property of others; or

7] the reease ofthe juvenils woud present 2 clear 3nd substantial hreat of serious ham to such juvenie'sIfe or

Descrption | LOCAL COURT - FAILURE TO APPEAR

Penaty Modfier Judge Ordered Detertion

Intace Dispostion | 13 - Detention Order Oriy

o) o]

=) thejuvenie has threatenied to abscond rom the cout's ursdicton cing the pendency o the nstant proceedinge
or has a record of wiful falure to appear ot @ Goutt's hearing within the immedately preceding twelve morths

— The = detartion hame he s hean dractadt to remain b the bl omer of 2

sdd | [ Sawe ]| [ Cancel | [ View/Prnt

(i) Select the Facility from the drop-down menu. The Date Issued will auto-populate to the
current date. If you would like to change the date, select the date from the calendar screen.
The Date Served and Date Withdrawn will be entered into BADGE if and when the detention
order is served or withdrawn. (ii) Select all the Detention Order/Capias Reasons that apply to
the juvenile and (iii) click the Save button.

= —
8! Juvenile Delinquent/Status Intake [=] 5= Juvenile Delinquent/Status Intake q

lssuzd Served Withdrawn Detertion Date Prirted Issued Served Withdrawn Detertion Date Printed

(Co 10112016

Detertion Order Information

Detention Order Infomation
Facity [

@ Secure Detertions  (©

is Facity |
Date ksued  10/11/2016 + Date Served Date Wihdrawn ® Date lssued | 101172016 Date Served Date Wihdrawn
Detention Order / Capias Reasonis) Detention Onder / Capias Reasons - 1 Reason Selected
The juvenile s aleged o have o The juvenile is aleged to have: 2
[ committed an act that would be a felony or Class 1 misdemeanour f commited by adul. [ committed an ac that would be a felony or Class 1 misdemeanour f commited by adul.
7 vilatedthe tems of robiaton or parle when the charge for which he/she was placed an probatin of parole ] vilated the terms of probaton or parle when the charge for which he/she was placed an probation o pardle
would have been afelony or Class 1 misdemeanor f commited by an adut wouid have been a felony or Class 1 misdemeanor f commited by an adut
AND there s clear and convincing evidenge that AND there is clear and convinging evidenoe that:

] the release of the juvenile consttutes a clear and substantial threat to the person or property of others; or [] the release of the juverile constittes a clear and substartial threat to the person or property of others; or

the release of the juverile would present a clear and substartial threat of serious hamm to such juverile’s ife or the release of the juverile would present a clear and substantial threat of serious ham to such juverile’s Ife or

O ki, or 3 heath:or

) the luvenile has threatened to abscond from the couts isdicton during the pendericy ofthe nstant procesdings 7] the uverile hias threstened to sbscond from the cout's isdicton duing the pendency of the instart proceedings
orhas a record of wilful falure to appear at a cout's by pr twelve months. or has a record of wiful faiure to appear at a coutt's hearing within the immediately preceding twelve manths.

— Thaiivenia shannnrad frm 2 detigtion hame or fariity whan ha has haen direted ta remain b the lawfil orerof 2~ -
E‘[ Save | [ Gancd | [ View/Prnt ad | [ Bt | [ Deete | [view/Pit

15

Add Button
1. Click the Add button and the fields will become accessible.

B Refer to page 75 for instructions on how to complete a Detention Order.

iv.

Edit Button

1. (i) Select a completed Detention Order, and the row will be highlighted in blue, (ii) click the
Edit button, (iii) edit the information, and (iv) click the Save button when the edits are
completed.

Delete Button

1. (i) Select a completed Detention Order, and the row will be highlighted in blue, (ii) click the
Delete button, and the Please Confirm Delete Operation screen will appear.
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vi.  View/Print Button

1. (i) Select a completed Detention Order, and the row will be highlighted in blue, (ii) click the

View/Print button, and the completed detention order/capias will appear.

1 |
Issued Served Withdrawn Detertion Date Printed LI}

of 1 p b |« @@ W~ | 100% Find | Next
o 01172016 DETENTION ORDER / CAPIAS PURSUANT TO § 16.1-247(K) CaseNo. -
Commonwealth of Virginia Va. Code §§ 16.1-247(A & D), 16.1-248.1, 161250 F, 16.1-256 U
Juvenile and Domestic Relations
Detertion Order nfomation .
Facity |
Date lssued [ 10/11/2016 Date Served Date Withdrawn

Detention Order / Capias Reasons - 1 Reasan Selected
The juverile i alleged to have

[ committed an act that wouid be a felony or Class 1 misdemeanour if committed by adu

[ violted the tems of probiton orparole nhen the charge for which he/she was pisced on probation or parole
would hiave been a felony or Ciass 1 misdemeanor f committed by an adut

AND there is clear and convincing evidence that

[T] the release of the Juvenile consttutes 3 clear and substantialthreat to the person cr propety of cthers; or
7] the release of the presert a clear
heatth: or

threat of serious ham to s life or
=) thefavenishs threatenec to abscond from the cout's jutsdiction duting the pendency o the nsant proceedings
or has a record of wilful failre to cppear at a cour’s hearing within the immedictely proceding twelve morths
— The iwanile sharanded from = detertinn hama ar faciitv whers he has haen gimeted tn mmain by the lawfl ardersf a7

i

Multiple VCC's f. Shelter Care Order Button

can be added to i.  Click the Shelter Care Order button and the Shelter Care Orders tab will appear.
a petition/order.

i Juvenile Delinquent/Status Intake

_

Charged Offense Information

Sheker Care Orders

SreterCare# Dae Prrted  Faclty
Offense Date  VCC Code Ofense Desciption M 'B“Z‘;E Jo Sertio

the SC
10/04/2016 | ORD-994¢ DURT - FAILURE TO APPEAR

‘Shetter Care Order Information

Facilty | =
© Al ® Communiy Youh Homes  ©) Shefer Faciiies () Less Secure Detentions
Selected Offense Detais ‘Shelter Care Order Reason()
Offense Date [10/04/2016 scu [ 230 Add New Offense The chid is elgible for placemert in a secur facilty: or
\CC Code [ORD-9848:55 Statute [DILLONSRULE Detertion Assessment ‘The chid has failed to adhers to the directions of the cour, ntake officer or magistrate while on condtional release: or

Heading [ORDINANCE, CITY, OR COUNTY (FOR USE BY LIDS ONLY)
Subheading | FAILURE TO APPEAR

The child's parent, guardian or other person able te provide supervision cannct be reached within a reasonable time; or
‘The child does not consent ta retum home: or

Netherths childs parent or guardian nor any ather person able to upenvision can amive to
Description | LOCAL COURT - FAILURE TO APPEAR within & reasonizble fime  or
Penaly Modfier Judge Ordered Detertion ‘The child's parert or guardian refuses to pemit the child to retum home and no relative or other person wiling and ableto
provide proper supenvision and care can be lacated within  reasonable time
Intake Dispostion | 12 - Shefter Care Only

[ ) [ o |

sdd | [ Sawe | [ Canesl | [ View/Pmt

(i) Select the Facility from the drop-down menu, (ii) select all the Shelter Care Order Reason(s)

In order to filter that apply to the juvenile, and (iii) click the Save button.
the Facility

dro p_d own ol Juvenile Delinquent/Status Intake =)
menu, select All, Eerch ot helerCae: Ok

Bench Warant | Shekter Care Orders
Shelter Care #

Date Frirted Facity

Community
Youth Homes,
Shelter

Shetter Care #

Date Frirted Facity

‘Shelter Care Order Information

Shelter Care Order Information
Facilities, or Facity | 3 ity |
oM @ Community Youth Homes ©) Sheer Faciities @) Less Secure Detentions
Less Secu re Shelter Care Order Reason(s) ‘Shelter Care Order Reasons - 1 Reason Selected
. e child is eligible for placement in a secure facilty: or
Detentions.

The chid is eligible for placemert in a secure faciity: or

e chid has failed to adhers to the directions of the cour, intake officer or magistrate while on condtional release; ar

The chid has faled to adhere tothe dirsctions of the cour, intake afficer or magistrate whie on condiional release: or
e chid’s parent, quardian or cther person able to provide supenvision cannct be reached within a reasonable time; or The chid's parent, guardian or other person able to provide supenision cannot be reached witin a reasonable time: or
' chid does not consent to retum home: or The chid doss not consent ta retum home: or

leither the child's parent or guardian nor any other person able to provide proper supervision can armve to assume custody Meither the child’s parent or guardian nor any other person able to :upenvision can arive to
thin a reasonable time: or within a reasonable tine: or

The child's parent or guzrdian refuses to pamnt the child to retum home and no reiaive or cther person wiling and able to The chid's parert or quardian refuses to pamt the child to retum home and no reiative or cther person wiling and ableto
provide proper supervision and care can be located within 2 reasonable fim

pLoide proper upenison =nd care can be ocated nihin o ezconchle ime

Add Edt Delete View / Print

([ save | [ cancal ] [ view/Pmt

iii. Add Button
1. Click the Add button and the fields will become accessible.

& Refer to page 76 for instructions on how to complete a Shelter Care Order.
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iv. Edit Button
1. (i) Select a completed Shelter Care Order, and the row will be highlighted in blue, (ii) click
the Edit button, (iii) edit the information, and (iv) click the Save button when the edits are
completed.
V. Delete Button
1. (i) Select a completed Shelter Care Order, and the row will be highlighted in blue, (ii) click
the Delete button, and the Please Confirm Delete Operation screen will appear.
vi.  View/Print Button
1. (i) Select a completed Shelter Care Order, and the row will be highlighted in blue, (ii) click
the View/Print button, and the completed shelter care order will appear.

m 85l Virginia Department Of Juvenile Justice EE=]
H 41

) - -
Shelter Care # et Printed Facity 2k M |e @@ ][H- ] 100% findalalict
SHELTER CARE ORDER CASENO. . _.__]
VA CODE ANN. §§ 16.1-274(D), 16.1-245.1, 16.1-249, 16.1-252, 16.1-256, 16.1- L
St Comoger omaren ) Juvenile and Domestic Relations Dis
Facity | Inre:
EE T T oo oooooooseooooooos
Shelter Care Order Reasons - 1 Reason Selected To be completed ONLY if petition or wasrant is not attached to this order.

The chid s eligble for placement in a secure facilty: or
The chid has failed to adhere 1o the drections of the cour, intake officer or magistrate whie on condional release; ar

The child's parert. guardian or other person able to provide supervision cannot be reached within a reasonable time: or ApDRE
The chid does not consent o retum home: or

— Neitherthe chiid’s parent or guardian nor any cther person able to provide proper supervision can arive to assume custady.
witin 3 esonable fime: or Total charges =

The chids parert o quardian refuses to pemt the chid to retum home and no relative or otherperson wiling and ableto ||| [ || < - =m s m e e s s e A BB ES T T T e e
provide proper supervision and care can be locaied within  reasoriable time.

Tt appears from the pefition or warrant filed conceming the juvenile that the juvenile may come within the purview of the

= [‘ Juvenile and Domestic Relations District Court Law, and it further appears that the welfare of the juvenile requires that his c1

immadiatet acsima e the Caret_in that.

<] i ] o

g. Edit Button
i (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii) edit
the information, and (iv) click the Save button when the edits are completed.

Charged Offense Information

Offense Dete  VCC Code Offonse Desciption % o g
10/04/2016 |ORD-9348:53 | LOCALCOURT - FALURE TO APPEAR [7

Charged Offense Information

Intake Sent to
Dio. 0 thesC

10/04/2016 | ORD-3348-53 LOCAL COURT - FAILURE TO APPEAR 16

Offense Date  VCC Code Offense Desciption PM

Selected Offense Detais Selected Offense Details
Offense Date | 10/04/2016 sc# | 220 Add New Offense. Offense Date | 10/04/2016 sc# | 220 [ Add New Offense
VCC Code |ORD-9948:53 Statute | DILLIGNS RULE [eterion Assessmen | VCC Code |ORD-9948:53 Statute |DILLIONS RULE
Headng |ORDINANCE, CITY. OR COUNTY (FOR USE BY LIDS ONLY) Heading |ORDINANCE, CITY. OR COUNTY (FOR USE BY LIDS ONLY)
Subheading | FAILURE TO APPEAR Subheading | FAILURE TO APPEAR
Desarption |LOCAL COURT - FAILURE TO APPEAR Deseription | LOCAL COURT - FAILURE TO APPEAR
Penaly Modfier | Judge Ordered Detention Penalty Modfier | Judge Ordered Detention

Intake Dispostion | 16 - Coutt Summons Intake Dispostion (16 - Court Summens -]

i

h. Delete Button
i (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete button.
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Narrative Tab

1. Click the Narrative tab.

ol Juvenile Delinquent/Status Intake =]

P Narztive | duvenile Iniake
taH¥ Case Namative Htory

@ For Juvenils For Respondent

ICN FIPS Worker Name Date Opened  Date Closed

The notes in the
Narrative tab Selected ntake Case Namtive
MUST be
thorough.
Include detailed
information
about the
intake, such as
direct

statements or 2. The ForJuvenile screen will be selected automatically, (i) select the ICN associated with the opened

observations. intake case, and the row will be highlighted in blue, (ii) click the Edit button, and the Selected Intake
These notes will

be used for Case Narrative textbox will become accessible, (ii) type a detailed description of the intake, and (iv)
future reference click the Save button when the notes are complete.

by other case

w Ork ers or ol Juvenile Delinquent/Status Intake =] w5l Juvenile Delinquent/Status Intake =]
supervisors e

and /or m ay be e ey @ For Juvenie For Respondert e ey @ For Juvenie For Respondert

used in Court ICN FIPS ‘Worker Name: Date Opened  Date Closed ICN FIPS ‘Worker Name: Date Opened  Date Closed

Notes must be
fact-based

Selected Intake Case Narative

Selected Intake Case Narative
statements -y

ONLY.

)= =

3. The For Respondent screen will not be accessible.

Adult Criminal Intake
From the Adult Criminal Intake screen, you can only add an adult criminal intake.

Adult criminal _ﬂ
intakes are NOT

Pettioner’s Infomation

Unknown? SN | Name | [View | [ear |
conducted at Respondent's Ifommation
every CSuU Unknonn?  SSN | Name | View | [Cear
Juvenile’s Information —
ssN [ Name | Add | | View | | Qear

Juverie Number [ DOB[ Age(fems-Meomne) [
Intake Case Number (ICN): Will be assigned after saving
coutDstnct [ [
Open: Date. - Tme 2 CoseDate |
o T e —

Mandstory filds displayed in bold

Worker | Keyed By | Test account for CSU13

View / Frint

View Supreme
ik Report

Offense History
Cout Detals

Copy ke
l sSave H Case Summary Report

e
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Intake Case Tab

1. Petitioner’s Information

a. Click the Add button and the Adult Search screen will appear. This screen consists of three adult

search options. If the search does not return the adult and you have ensured that an adult record
does not exist, proceed with adding a new adult.

Pettioner's Ifomation
Unknown? ~ SSN |

N |
Respondent’s Information

Unknown? ~ SSN | Name |

Juverile’s Information

EE Name [

Juvenie Number D08 Age (Years - Months) o5 Adult Search @
Intake Case Number (ICN): Will be assigned after saving
Cout Distict FIPS
Open: Date - Tme

(22} Close Date

R —
Mandstory fields displayed in bold

Worker |

Keyed By |

Copy ske View /Pt View Sopreme
l Sae l ‘ Cass ‘ l Clse l ‘ nteke Report ‘ ‘ Cout Detais

Offense Hisloy
Summary Report

i Adult Number Button

I the adult is 1. (i) Click the Adult Number button, (ii) type the Adult Number, (iii) click the Find button, and

not found, a the Adult Information screen will appear, (iv) review the Adult Information screen to ensure
message will the correct adult is found, and the adult’s information will auto-populate into the fields, (v)
appear advising click the Close button, and you will return to the Intake Case tab.

that there are

no matches.

o5 Adult Search

Adu Infomation | Address / Phones / Emai | Employment Infomation | Associated Juvenies |

Adut efomation

Hegt [0 [t Weg [ CobrEyes Har

Martal Siaus

Is US. Ctizen?
Docket # {Aington CSU)
Driver's License Infomation
Drver's Lioense Number Sate Lisnse lssued |

# Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult
Information screen.
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If the adult is
not found, a
message will
appear advising
that there are
no matches.

Conduct an
Advance Search
for each
criterion
separately.
Entering
multiple criteria
may be too
specific to yield
any results.

In order to yield
broader search
results, type
ONLY two or
three characters
of the last and
first name, and
select Use
Wildcard.

If the intake
officer did not
indicate that the
adult is an LEO,
you will not find
the adult using
this option. It is
best to search
for the officer
by name and
the City, if
known.

BADGE Manual

ii. Caseload Number Button

1.

(i) Click the Caseload Number button, (ii) type the Caseload Number, (iii) click the Find
button, and the Adult Information screen will appear, (iv) review the Adult Information
screen to ensure the correct adult is found, and the adult’s information will auto-populate
into the fields, (v) click the Close button, and you will return to the Intake Case tab.

ag! Adult Search

At fomation | Adess /Phones / Enai

At homatin
R
Wors Sas |
Docket # (Adington CSU)
Dives Licaraa omatin

Drivers icense Number. State License ssued

Weght [ Color Eves Har

15 US. Ctizen?

¥ Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult
Information screen.

iii. Advance Search Button

1.

10.
11.

Revised: 6/2017

Click the Advance Search button and the fields at the bottom of the screen will appear.

o5l Adult Search

Type the Last Name.

Click the Use Wildcard checkbox and the advance search will match any character or
sequence of characters that you put in the Last Name field.

Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
Type the First Name.

Click the Use Wildcard checkbox and the advance search will match any character or
sequence of characters that you put in the First Name field.

Click the Include records that have no values for suffix and DOB checkbox and the search
results will generate a list of names which meet the search criteria, even if the adult entry
does not list the date of birth or suffix.

You can search for an adult by including the Date of Birth ONLY. If you do not know the
date of birth, click the Include records that have no values for suffix and DOB checkbox.
Select the Gender by clicking All, Male, or Female.

Search using the adult’s Social Security Number by typing it into the SSN textbox.

Search using the adult’s city by typing it into the City textbox.
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12. If you are searching for a law enforcement officer, you can (i) click the checkbox next to the
Is Law Enforcement Officer (LEO)? option, and the LEO Badge # textbox will become
accessible, and (ii) type in the LEO Badge #.

13. Search using the adult’s home, work, or cell phone number by typing it into the Phone
textbox.

14. In order to include adults with open workloads in the search results, click the Find Adults
with Open Workload checkbox.

In order to clear 15. Click the Find button and any records matching the criteria entered will appear in the

all the Search Results screen.

information in — : — . - i
the search S s s S i S

fields, click the
Clear All button. Adult Search £3

e Semch Renats - 11 suls meet your e, =)

If the adult is
not found, a

message will
appear advising ok |

that there are OR =
no matches.

! . Mo matches. Please change your criteria.

a. Ifthe Search Results screen consists of multiple results and you are unsure of which
adult is the one you are searching for, (i) select an adult, and the row will be highlighted
in blue, (ii) click the View Info button, and the Adult Information screen will appear
WITHOUT auto-populating the information into the fields. (iii) Review the Adult
Information screen to ensure the correct adult is selected, and when you find the
correct adult, (iv) exit the Adult Information screen, (v) click the Select button, and the
adult’s information will auto-populate into the fields.

b. If you are sure of which adult you are searching for, (i) select an adult’s name, and the
row will be highlighted in blue, (ii) click the Select button, and the Adult Information
screen will appear, and the adult’s information will auto-populate into the fields, (iii)
review the Adult Information screen to ensure the correct adult is selected, (iv) click the
Close button, and you will return to the Intake Case tab.

& Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Adult
Information screen.

iv.  Add Adult Button
. 1. If the search does not return the adult and you have ensured that an adult record does not
Add Adult will exist, proceed with adding a new adult. Click the Add Adult button and the fields at the

create a new b tt fth ”
adult record ottom o e screen will appear.

with a unique

Adult Number. 55 Adult Search =
All information At Nt
pertaining to Caselosd Marber
this adult will be : :::::m
found under the ‘ o
assigned adult —
number. —
Date of Bith (MM/DD/TYYY)
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a0 oo

Type the Last Name.

Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
Type the (i) First Name and (ii) Date of Birth, and (iii) click the Add button.

If the system finds possible matches, the Add New Adult screen will appear.

Add New Adult 22

&% System has found possible matches with the information you have
! entered.
Tt is advised that you review all possible matches. Would you like to
search for these matches?

Yes No

If you would like to review the possible matches, click the Yes button, and you will
return to the Advance Search button in the Adult Search screen. The Last Name,
Suffix (if applicable), First Name, and Date of Birth information will auto-populate
into the Advance Search fields.

B Refer to page 80 for instructions on how to conduct an Advance Search.

Type the Zip
Code and click
the Find City by
Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

The adult’s
address may
need to remain
confidential if a
Protective Order
already exists.

For a new
respondent, you
can click the
Paste
Petitioner’s
button and the
petitioner’s
Address, Zip
Code,
City/Town, and
State will auto-
populate to the
respondent’s
fields.
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e.

If you have already conducted an Advance Search and did not find the correct
adult, click the No button, and the Information for New Adult screen will appear.
If the system does not find any possible matches, the Information for New Adult screen
will appear. This screen consists of the Name/Address Information tab, General
Information tab, and Employment Information tab.
Name/Address Information Tab
1. The Last Name, Suffix (if applicable), First Name, and Date of Birth information
will auto-populate into the Information for New Adult fields from the Add Adult
button fields. (i) Type the Middle Name and (ii) select the Gender.

a. If the adult is deceased, (i) check the Is Deceased?* checkbox, and the
Approx. Date field will become accessible, and (ii) type the approximate
death date.

2. Type the (i) Address and (ii) Zip Code, (iii) click the Find City by Zip Code
button, and the City/Town, and State fields will auto-populate.

a. Ifthe adult is deceased, “Deceased” will auto-populate into the Address
and City/Town fields.

3. Ifthe adult’s address needs to remain confidential, check the Is Address

Confidential?* checkbox.

4. If the adult’s address is unknown, click the Paste Unknown hyperlink, and

“Unknown” will auto-populate into the Address, City/Town, and State fields.

a2 Please Enter ALL Available Information for New Adult ==

Name,/Address Infermation | General Infomniation | Employment Infommation

Adut Neme Aduk Address

Last Name Address

Suffoc (I, Sr, 1.1 11, V. ete) [Nene_=|
First Name | 2Zpp Code | Find Gty by Zp Code
Midde Name City/Town
Gender () Mae () Female () Unknown State Unknawn |
Is Deceased? * Is Address Corfidential? *  Paste Unknown
Al Fields in Bold Are Mandatory
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Type the Zip
Code and click
the Find City by
Zip Code
button. The
City/Town and
State fields will
auto-populate
for Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.
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ii. General Information Tab

1.

3.

The Date of Birth will auto-populate from the Adult Search screen. If the Date
of Birth is not listed, type it in at this time. The Age (YY-MM) will auto-populate
based on the Date of Birth. Select the (i) Race and (ii) Height from the drop-
down menus. The first Height drop-down menu is for the height in feet and the
second Height drop-down menu is for the remaining height in inches. (iii) Type
the adult’s approximate Weight (in pounds), (iii) select the Marital Status from
the drop-down menu, and (iv) type the adult’s (iv) Driver’s Lic. #.

(i) Type the adult’s Social Sec. #. If the adult is a U.S. Citizen, check the Is Adult
U.S. Citizen?* checkbox. If the adult is Hispanic or Latino, check the Ethnicity
checkbox. Select the (ii) Eye Color and (iii) Hair Color from the drop-down
menus. If you work at the Arlington CSU, type the Docket #. If the adult has a
driver’s license, type the state abbreviation for the State Issued Driver’s
License field, or select the state’s name from the drop-down menu.

Type the adult’s (i) Home Phone, (ii) Cell Phone, and (iii) E-mail address.

a2 Please Enter ALL Available Information for New Adult [sw]

Name/Address Information | General Information | Employment Infommation
Adut Information

Date of Bith Age (VY- MM)

Race [Unknown ]

Heght [ =)' [ =]" Weght ||

Social Sec. # Is Adult U.S. Giizen? ™

Ethnicity Is Adutt Hispanic or Latine? *

Eye Color |Unknown |  Hair Color |Linknown |

Marital Status [ Unknawn - Docket # ffor Adington CSU)

Diiver's L. # State lssued Drivers License | -

Adutt Phone/E-mail

Home Phone

iii.  Employment Tab

1.

(i) Select the adult’s employment status from the Status drop-down menu, and
type selected status’ (ii) Approx. Date, (iii) Employer name, and (iv) Job Title. If
you are searching for an LEO, you can (v) click the checkbox next to the Is Adult
Law Enforcement Officer?* option, and the Law Enforcement Officer Badge
Number textbox will become accessible, and (vi) type the officer’s badge
number.

Type the adult’s employment (i) Address and (ii) Zip Code, (iii) click the Find
City by Zip Code button, and the City/Town and State information will auto-
populate. Type the adult’s work (iv) Phone number and (v) Phone Extention (if
applicable).

If the adult works from home, click the Same as Home hyperlink, and the
Address, Zip Code, City/Town, and State information will auto-populate.

a5’ Please Enter AL Available Information for New Adult (==

Name/Address Information | General Information | Employment Iformation
Adhit Employmert Irformation Aduit Employer Address / Phone Number

Siatus [Unknown | Aprox. Date Address

Employer

Job Tile Zip Code | Find Gity by Zp Code |

Is Aduk Law Enforcement Officar? State: Unknown

] Sameas Home

Phone Phone Extertion

- ] Yes No Unknown

Save Cancel

(i) Click the Save button, and the Adult Information screen will appear, and (ii)
review the Adult Information screen to ensure the information is correct. The
adult’s information will auto-populate into the fields. (iii) Click the Close button
and you will return to the Intake Case tab.
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b. View Button
i.  Click the View button and the petitioner’s Adult Information screen will appear. Click the Edit
Adult Info button to edit existing information. The Edit Information screen will appear.

Intake Case

Patiioner’s Information

[ Unknown? SN [ Name | Add
Infomation
[ Unknown? SN | Name | View | [ Clear
Juveniles Infomation
ss [ Name [ Add | [ View | [Qear

Juverile Number DOB Age (Years - Months)
Intake Case Number (ICN): Will be assigned after saving
Court District FIPS
Open: Date v Tme [ Close Date
e — S —

Mandatory fields displayed in bold

Worker | Keyed By |

Copy Intake View / Print
l =D ] ‘ Case Intake Report

View Supreme

l o ] Coutt Details

Offense History
Summary Report

c. Clear Button

i.  Click the Clear button to remove the selected petitioner’s information from the fields.

Intake Case

Petiioner's Information

[] Unknown? SN | Name | Add
Respondert's Information
[] Urknown?  SSN | Name | View | [ Clear
Juvenile’s Infomation

=0 Name | Add | [ View | [Qlear

Juverite Number [ DOB[ Age(Yeas-Momhs) [
Intake Case Number (ICN): Will be assigned after saving
Cout Dt | s
Open: Date - Tme CoseDate |
Y P

Mandatory fields displayed in bold

Worker |

Keyed By |
(o) | it | (mome) [ wanifin, | [Vonsemme | [ Siumotitey
2. Respondent’s Information

N a. Click the Add button and the Adult Search screen will appear. This screen consists of three adult
g:g::;g:‘odlenrt search options. If the search does not return the adult and you have ensured that an adult record
are the same does not exist, proceed with adding a new adult.
individual, click
the Get
Petitioner

hyperlink and
the Petitioner’s
Information will
auto-populate
into the
respondent’s
fields.

& Refer to page 79 for instructions on how to navigate the Adult Search screen.
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For Intakes
completed by
the After-Hours
Intake Unit, the
Court District
field will need to
be manually
selected from
the drop-down
menu.

For Case Type, if
you select 07 -
Diversion or 14-
Pending for the
intake
disposition, the
close date will
not auto-
populate until a
final disposition
is entered.
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g
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b. View Button

C.

Click the View button and the respondent’s Adult Information screen will appear. Click the Edit
Adult Info button in order to edit existing information. The Edit Information screen will appear.

ol Adult Criminal Intake =

Intake Case
Patiioner’s Information
Unknown? ~ SSN Name Add | | View | | Clear
Respondent's Information
Unknown? ~ SSN Name Add | | view
Add | | view | [Clear
Intake Case Number (ICN): Will be assigned after saving
Coutt District FIPS
Open: Date v Time Close Date

CaseTyoe [ ~|PpdiorerType =

Mandatory fields displayed in bold

Keyed By

View / Print
Close Intake Report

Worker

Save Copy Intake:
Casz

View Supreme Offense History
Coutt Details Summary Report

Clear Button
Click the Clear button to remove the selected respondent’s information from the fields.

85! Adult Criminal Intake =

Intake Case

Petiioner's Information
Unknown? ~ SSN Name

Respondert's Information
Unknown? ~ SSN Name Add

Intake Case Number (ICN): Will be assigned after saving

Cout District FIPS
Open: Date v Tme +

CaseTye [ ~|peonerType =

Mandatory fields displayed in bold

Close Date

Worker Keyed By
Copy Intake View / Print View Supreme Offense History
e Case RS Intake Report Court Details Summary Report

Juvenile’s Information

a.

The Juvenile’s Information section will not be accessible.

Intake Case Number (ICN)

a.

The Intake Case Number (ICN) will auto-generate an assigned number after you save the intake.

Court District

a. The name of the Court Service Unit will auto-populate into the field.

FIPS

a. Select the FIPS from the drop-down menu. The selected FIPS should represent the locality the
offense occurred in or be based on which FIPS has jurisdiction over the case.

Open Date

a. The Open Date will auto-populate to the current date. If you would like to change the date, select
the date from the calendar screen.

Time

a. The Time will auto-populate to the time when the intake screen was opened. If you would like to
change the time, (i) highlight the hour, minutes, or seconds fields, and (ii) click the up or down
arrows until the correct time is displayed OR (i) highlight the hour, minutes, or seconds fields and
(ii) type in the new time.

Close Date

a. The Close Date will auto-populate when a final disposition is selected.
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Case Type and
Petitioner Type
are mandatory
fields.

The Delete
Intake Case
button should
not be used in
lieu of editing
incorrect
information.
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10. Case Type

a. Select the Case Type from the drop-down menu.

11. Petitioner Type
a. Select the Petitioner Type from the drop-down menu.
12. Worker
a. The Worker will auto-populate to the name of the person creating the intake.
13. Keyed By
a. The Keyed By will auto-populate to the name of the person entering the intake information
into BADGE.
14. Click the Save button and the Intake Case Number will generate. The Narrative tab will appear, and all

of the buttons at the bottom of the screen will become accessible, and the Add Adult Criminal Intake
button will appear.

a5 Adult Criminal Intake =
Intake Case | Narative
er’
Nam: d | | Mew | | Cle
Nam: \dd | | View | | Cle

Intake Case Number (ICN) 15
Cout Ditrct FIPS
Open: Date Time
Case Type

Close Date

Petitioner Type

ot AR

Edt Intake Case
Info

View / Prnt Offense History.

Copy Intake View Supreme
Case Intake Report Cout Details Summary Report

Delete Intake
Case

Add Adut Criminal Intake

Intake Action Buttons

Once you save the information in the Intake Case tab, the buttons at the bottom of the screen will become

8=/ Adult Criminal Intake ==
Nern dd | [\View | | Ce:
Nemn dd | [View | | Ce:
Add a
Intake Case Number (ICN). 15
Cout District FIPS
Open: Date Time Close Date
Case Type Petitioner Type
o ——
Edt Intake Case Copy Intake Delete Intake View / Pt View Supreme | [ Ofiense History
info Case Case Iniake Report Cout Detals | | Summry Report
Add Acut Crminal Intake

1. Edit Intake Case Info Button
a. (i) Click the Edit Intake Case Info button, (ii) edit the information, and (iii) click the Save button
when the edits are completed.
2. Copy Intake Case Button
a. The Copy Intake Case button will not be accessible.
3. Delete Intake Case Button
a. Click the Delete Intake Case button and the Delete Intake Case screen will appear.
4. View/ Print Intake Report
a. Click the View/Print Intake Report button and the CSU Intake — Reports screen will appear.
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The amount of
information
found on the
Supreme Court
Details screen
may vary
depending on
the court of
jurisdiction.

Multiple VCC'’s
can be added to
a petition/order.
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5. View Supreme Court Details

a. Click the View Supreme Court Details button and the Supreme Court Details screen will appear. If

there is no information entered by the Supreme Court, the Supreme Court Details screen with a
message will appear.

o Supreme Court Detail

Ofiense Info (Page 1) | Cffense Info (Page 2) | License Info | Fines/Attomey/Bai/Bond | Hearings

Supreme Ct Name: |

Supreme Ct. DOB;

‘Supreme Court Case Nurber Next Hearing Date: Supreme Court Details @
Case Type: | LastHearng Date: |

Statute: |
‘Statute Onginated From: |

Mo data found for this case
Amended Case Type [
Amended Ofense Code: |

Final Disposiion: |
Appeled Date: | Perfected
Remarks: |

Convicted as Adult?

OR

6. Offense History Summary Report
a. Click the Offense History Summary Report button and the CSU Intake — Reports screen will appear.

Add New Button

At the bottom of the Intake Case tab, there is a button that allows you to add a new:

o Adutt Criminal Intake

Intake Case
Petiioner' Infomation

[] Unknown?  SSN 765716224 Neme |RAMSEY, CHARLES LEE [agd | [ctear |

Respondent’s nfomation

-

[] Unknown?  SSN [610253140  Neme [KING. MARTIN BRYON [Agd ] [cear ]

Juvenie’s Information

ssN [ Name [ [ Add | | View | [clear |
duverile Number 0B Age (Years - Morths

Intake Case Number (ICN): 3022121

Court Distict | Richmond Cty (CSU) FIPS 760 - Richmond
Open: Date |07/14/2016 Time [11:13:07 AM Close Date
Case Type |02-Complainart Intenviewed Petitioner Type |CZ - Ciizen

Worker [Test account for CSU13.

Edt Intake Case
Info

Keyed By [ Test account for C5U13.
Copy Irtake Delets Intake View / Pt View Supreme | [ Offense History
G Case Iniake. Court Details | | Summ

‘Add Adut Crminal Intake

1. Add Adult Criminal Intake Button

a. (i) Click the Add Adult Criminal Intake button, and the Adult Criminal Intake tab will appear, and (ii)
select the Offense Date from the calendar screen.
o' Adult Criminal Intake
| Intake Case | Namative | Adut Ciminal Intake q
Charged Offense Information
Offense Date  VCC Code Ofense Desciption M ‘Bﬂ::ﬁ Jo Felton
Selected Offense Detais
Offense Date B Add New Offense
VCC Code Find VCC Code | Statute |
Headng |
Subheading |
Description |
PenatyModfer [ =] [ ludge Ordered Detertion
Intake Dispostion (19 - Adut Caminal ~]
Revised: 6/2017
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Click the Find
button if you
would like to
search for an
offense without
entering any
information into
the search
fields.

When you select
a VCC, a
summary of the
charge will be
displayed at the
bottom of the
screen. If the
Notify School?*
checkbox has a
checkmark in it,
the juvenile’s
school must be
notified via a
school
notification
letter.

BADGE Manual

i (i) Click the Find VCC button and the Search Offense screen will appear. You can search for an
offense by Statute, VCC, Heading, Sub-Heading, or Description. The Use Wildcard?* checkbox
will be selected automatically. If you do not want to use the wildcard function, uncheck this
box. (ii) Click the Find button and a list of VCC’s and Offense Descriptions will be generated
which meet the search criteria. (iii) Select a VCC, and the row will be highlighted in blue, (iv)
click the Ok button, and you will return to the Adult Criminal Intake tab.

55! Search Offense [=]

Statute Offense Descrption

2049.10 PATERNITY, RELIEF FROM LEGAL DETERMINATION

6321817 AGENCY SHALL HAVE CUSTODY/CONTROL OF CHILD ENTRUSTED/COM.
6321817 PETITON COURT FOR APPROVAL OF TEMPORARY ENTRUSTMENT AGRE.
6321817 CHILD PLACED FOR ADOPTION BY AGENCY, SOCIAL SERVICES, ETC.
6321817 NONCUSTODIAL FOSTER CARE

63.2-908 PERMANENT FOSTER CARE

6321230 ADOPTION INDEPENDENT

b. (i) Select the Penalty Modifier from the drop-down menu, if applicable, and Intake Disposition will
auto-populate, (ii) click the Save button, and the saved information will appear in the Charged
Offense Information section.

Adult Griminal Intake

s Adult Criminal Intake =]
| intake Case | Namative | Adut Criminl Intake

Charged Offense Information

Charged Offense Information

OFfense Date  VCC Code Offense Description Pu ke o petten

Offense Date  VCC Code Offense Description S

10/11/2016  CO 08-59 VIOLATION OF JUVENILE COURT ORDER
Selected Offense Details — Selected Offense Detaits
Offense Dete 10/11/2016 | + Add New Offense Offense Date [ 10/11/2016
VCCCode CON-5008SS  [Fnd VCCCode | Stete [16.1-282(A) VCCCode [CON5008S3 Stete [1612928)
Heading [CONTEMPT OF COURT Heading |CONTEMPT OF COURT
Subheading |JUVENILE AND DOMESTIC Supheading [JUVENILE AND DOMESTIC
Desciption | VIOLATION OF JUVENILE COURT ORDER Description | VIOLATION OF JUVENILE COURT ORDER
PenityModifer (=] [ JudgeOrdered Detortion Peraky Modfier [ [ Judge Ordered Detertion
itk Disposiion 19 - Adut Cominal - Inteke Dispostion |19~ Adut Criminal
-

c. Add New Offense Button
i If another offense needs to be added to the petitioner/order, (i) click the Add New Offense
button, and the Selected Offense Details fields will become accessible, and (ii) repeat the steps
above to add another offense.

Adut Ciminal Intake

hersive

Charged Offense Irformation

Offense Date  VCC Code Offense Description PM ‘&::E 0 Eamnn

it
VIOLATION OF JUVENILE COURT GRDER

Selected Offense Detals

o

VCC Code |CON-5008-59 Statute [ 16.1-292(4)

Heading |CONTEMPT OF COURT
Subheading [JUVENILE AND DOMESTIC
Description. | VIOLATION OF JUVENILE COURT ORDER
Penaly Modfier [7] Judge Ordered Detertion

Intake Dispostion | 19 - Adut Crminal

[ ] [ cam |
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d. Edit Button
i. (i) Select an offense, and the row will be highlighted in blue, (ii) click the Edit button, (iii) edit
the information, and (iv) click the Save button when the edits are completed.

Charged Cffense Information Charged Cffense Information

Intake Pettion Itake Petiion
Offense Date  VCC Code Offense Description PM Do O pged Offense Date  VCC Code Offense Description PM e © ged

10/11/2016  CON-5008-53 VIOLATION OF JUVENILE COURT GRDER 10/11/2016 | CON-5008-59 VIOLATION OF JUVENILE COURT GRDER

Selected Offense Detals Selected Offense Detals

Offense Date | 10/11/2016 Offense Date [/11/2016 [+ Add New Cffense

VCC Code [CON-5008-59 Statute [16.1-292(8) VCCCode CON-5003-S9 | [Find VCCCode | Statute [16.1-282(4)

Heading |CONTEMPT OF COURT Heading |CONTEMPT OF COURT

Subheading |JUVENILE AND DOMESTIC Subheading |JUVENILE AND DOMESTIC

Descrption | VIOLATION OF JUVENILE COURT ORDER

Penaty Modfier [] Judge Ordered Detertion

Deseripion | VIOLATION OF JUVENILE COURT ORDER

Penalty Modfier [:] [] Judge Ordered Detention

Intake Dispostion | 19 - Adut Criminal Intakce Dispostion |19 - Adut Ciminal ~]
CTE

e. Delete Button
i (i) Select an offense, and the row will be highlighted in blue, and (ii) click the Delete button.

Narrative Tab

1. Click the Narrative tab.

8! Adult Criminal Intake

Narative

Itk Case Narative Htory
Foruvenle @ For Respondert

ICN FIPS Viorker Name Date Opened  Date Closed

Selected Intake Case Narative

The notes in the

Narrative tab Pat

MUST be

f:;;%iggéta”ed 2. The For Juvenile screen will not be accessible.

information 3. The For Respondent screen will be selected automatically, (i) select the ICN associated with the opened

about the intake case, and the row will be highlighted in blue, (ii) click the Edit button, and the Selected Intake

id"take: such as Case Narrative textbox will become accessible, (iii) type a detailed description of the intake, and (iv)
irect

click the Save button when the notes are complete.
statements or

observations.

85! Adult Criminal Intake =] 85 Adult Criminal Intake =]
These notes il
be u Sed fo r Intaks Case Narative Hitory Intake Case Namative History
Forduvenie @ For Respondert Fordovenie @ For Respondent

future reference
by other case
workers or
supervisors
and/or may be Seeced ke Case Noratve Selected ke Coo Noratve
used in court.

ICN FIPS Worker Name Date Opened Date Closed ICN FIPS Worker Name Date Opened  Date Closed

Notes must be

fact-based
statements )= -
ONLY.
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CSU Intake Search

There are various methods to search for existing intakes. From the CSU Intake screen, (i) click the Search
menu.

=l e=]|

You are logged into training. Do not enter production data.

1. Intakes by Juvenile
a. (i) Click the Search menu, (ii) select the Intakes By Juvenile option from the drop-down menu, and
the Find Juvenile screen will appear, (iii) search for a juvenile, (iv) click the Find button, and the
Search Results screen will appear, (v) select a juvenile, and the row with be highlighted in blue, (vi)
click the Select button, and the Intake History screen will appear.

===

85 Find Juvenile =]

Find Juvenile | Diract Care Population | Detention Population

55;"1 b . LostMame [ | [ Use Viidoard
uvenile Number
P Name Sufix ] Includs
First Name |:I [] Use Wildcard
[] Include Atemative Spelings

DOB/Age @DOB O Age [ |
Home Phone l:l
Juvenile Number ] ["] Find Juveniles with Commitmentis) to the State

) Intake Case Number
() Caseload Number
() Advance Search

Previous Selections

You are logged into training. Do not enter production data.

Show Last Resufts

% Refer to the Login & Search User Manual for instructions on how to search for a juvenile.

2. Intakes by Petitioner
a. (i) Click the Search menu, (ii) select the Intakes By Petitioner option from the drop-down menu,
and the Adult Search screen will appear, (iii) search for an adult, (iv) click the Find button, and the
Search Results screen will appear, (v) select the adult’s name, and the row with be highlighted in
blue, (vi) click the Select button, and the Intake History screen will appear.

lele =]

a Adult Search =]

You are logged into training. Do not enter production data.

B Refer to Login & Search User Manual instructions on how to search for an adult.
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3. Intakes by Respondent
a. (i) Click the Search menu, (ii) select the Intakes By Respondent option from the drop-down menu,
and the Adult Search screen will appear, (iii) search for an adult, (iv) click the Find button, and the
Search Results screen will appear, (v) select the adult’s name, and the row with be highlighted in
blue, (vi) click the Select button, and the Intake History screen will appear.

a5l Adult Search =]

You are logged into training. Do not enter production data.

% Refer to Login & Search User Manual instructions on how to search for an adult.

4. Intakes by Case Number
a. (i) Click the Search menu, (ii) select the Intakes by Case Number option from the drop-down menu,
and the Select Intake Case Number screen will appear, (iii) type the Intake Case Number, (iv) click
the Ok button, and the Intake screen will appear.

Slei=]

You are logged into training. Do not enter production data.

5. Intakes by Worker
a. (i) Click the Search menu, (ii) select the Intakes by Worker option from the drop-down menu, and
the Intake Cases for Specific User screen will appear. The Intake User will auto-populate to your
name. The Changer User button allows you to search for another worker’s intakes. Click the
Change User button and enter the appropriate search criteria into the Employee Search screen.

(S

ICN  Date/Time Opened  FIPS Juvenie Name

You are logged into training. Do not enter production data.

Cov/za I o]
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b. Change User Button

i.  Type the Last Name.
ii.  Click the Use Wildcard checkbox and the employee search will match any character or
sequence of characters that you put in the Last Name field.
iii.  Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
iv.  Type the First Name.
v.  Click the Use Wildcard checkbox and the employee search will match any character or
sequence of characters that you put in the First Name field.

vi.  Search using the employee’s work, cell, or fax number by typing it into the Phone textbox.

vii.  The Find Only Current Employees checkbox will be selected automatically. If you would like to
include former employees in your search results, uncheck the Find Only Current Employees
checkbox.

viii.  Click the Find button and the Search Results screen will appear.

iX. (i) Select an employee’s name, and the row will be highlighted in blue, (ii) click the Select
button, and the Intake Cases for Specified User screen will appear. Select the (iii) Start Date and
(iv) End Date and (v) click the Search button. (vi) Select an intake case, and the row will be
highlighted in blue, (vii) click the View/Edit button, and the Intake screen will appear.
6. ForVCC
a. (i) Click the Search menu, (ii) select the For VCC option from the drop-down menu, and the Offense

Code Browser screen will appear. From this screen, you can search for a specific VCC based on

Statute, VCC, Date Started, Heading, Sub Heading, and Description. You can select the Include

Expired VCC checkbox and/or the Use Wildcard checkbox. (iii) Click the Find button.

B, CUlntake lalla |f=]|

You are logged into training. Do not enter production data.
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Detention Data

This menu provides users with three different tools to assist with data cleaning and case organization. From
the CSU Intake screen, (i) click the Detention Data menu.

Tsl® =)

Assign Case Number to Juvenies in Detention

Track Outstanding Detention Orders
Detaining Offense Issues

You are logged into training. Do not enter production data.

1. Assign Case Number to Juveniles in Detention
a. (i) Click the Detention Data menu, (ii) select the Assign Case Number to Juveniles in Detention
option from the drop-down menu, and the Assign Case Numbers to Juveniles in Detention screen
will appear, select the (iii) Detaining District and (iv) Detaining FIPS from the drop-down menus,
and (v) click the Search button.

IENICRE

Assign Case Number to Juveniles in Detention
Track Qutstanding Detention Crders

g Offense Issues

Detention Home

You are logged into training. Do not enter production data.

b. The results list the detentions without an ICN in red, cases where the detention home has not
accepted an ICN in green, and current detention admissions in black.

Revised: 6/2017

Detertion Home.

[LAST, FIRST MIDDLE NAME Datention Homa N

[LAST. FIRST MIDDLE NAME [Dtenticn Home Name

LAST. FIRST MIDDLE NAME
LAST. FIRST MIDDLE NAME

Detention Homs N:

Detention Home N

LAST. FIRST MIDDLE NAME
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c. Inorderto assign a case number to a case without an ICN, (i) select a case, and the row will be

highlighted in blue, (ii) type the Assigned Case Number next to the corresponding intake, and (iii)
click the Save button.

LAST. FIRST MIDDLE NAME

LAST. FIRST MIDDLE NAME

LAST. FIRST MIDDLE NAME

2. Track Outstanding Detention Orders
a. (i) Click the Detention Data menu, (ii) select the Track Outstanding Detention Orders option from
the drop-down menu, and the Qutstanding Detention Orders screen will appear, select the (iii)
Facility and (iv) FIPS from the drop-down menus, and select the (v) Issued Start Date and (vi) Issued
End Date from the calendar screens. You can search by User by clicking the Change User button.
(vii) Click the Search button.

B, CSUintake ===

Assign Case Number to Juveniles in Detention
Track Outstanding Detention Orders
Detaining Offense Issues

You are logged into training. Do not enter production data.

& Refer to page 92 for instructions on how to use the Change User button.

b. The results will show outstanding detention orders and orders served within the past 30 days.

i If the juvenile is served the detention order, but is not taken to detention, (i) select a juvenile,
and the row will be highlighted in blue, (ii) select the Date Served from the calendar screen,
and (iii) click the Save button.

Revised: 6/2017 94| Page



BADGE Manual

ii. If the intake officer decides to withdraw the detention order, (i) select a juvenile, and the row
will be highlighted in blue, (ii) select the Date Withdrawn from the calendar screen, and (iii)
click the Save button.
3. Detaining Offense Issues
a. (i) Click the Detention Data menu, (ii) select the Detaining Offense Issues option from the drop-
down menu, and the Detaining Offense Issues screen will appear, select the (iii) Fiscal Year and (iv)
Facility from the drop-down menus, and (v) click the Search button.

Reports Help
Assign Case Number to Juveniles in Detention
Track Outstanding Detention Orders

Detaining Offense Issues

You are logged into training. Do not enter production data.

b. The results will show missing offense issues, non-secure DAl issues, and missing DAl issues, if any
issues exist.

c. Inorder the review an intake case with a detaining offense issue, (i) select an intake case, and the
row will be highlighted in blue, (ii) click the Get Selected Intake button, and the selected intake will
appear.
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Reports

This menu provides users with various reports on different levels. From the CSU Intake Module screen, (i)
click the Reports menu.

District Reports Menu
FIPS Code Reports Menu

B, CSUIntake
File Search Help.
Regional Reports Menu

School Notification Menu
Closed Intake Log

Open Intake Log

Incomplete Intakes Over 1 week old

Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

to training. Do not enter production data.
< M
[

1. Regional Reports Menu

8. CsUlntake sle =]
File Search Detention Data NBeports ] Hel |

Regional Reports Menu
District Reports Menu

Intakes by Fenalty Class and District
Intakes by District and Dispasition

FIPS Code Reports Menu »|  Intakes by Heading and Resalution Stanus
Sehool Notification Menu

Closed Intake Log

Open Intake Log

Incomplete Intakes Over 1 week old

Possible Duplicate Juveniles by DOB, Last First Name

niles by Mother Maiden, DOB, Race, Sex

training. Do not enter production data.

- -
[

a. Intakes by Penalty Class and District
i.  The Intake Complaints By Penalty Class And District report lists the district, felony,
misdemeanor, special penalty, juvenile and domestic relations, local ordinance, traffic,
unassigned DYFS, and attempts information. (i) Click the Reports menu, (ii) click the Regional
Reports Menu, (iii) select the Intakes by Penalty Class And District option from the drop-down
menu, and the CSU Intake — Reports screen will appear, select the (iv) Start Date and (v) End
Date from the calendar screens, (vi) select the Region Code from the drop-down menu, (vii)
click the Generate Report button, and the report will appear.
b. Intakes by District and Disposition
i.  The Intake Complaints By District and Intake Disposition report lists number of intake
complaints for each intake disposition by district. (i) Click the Reports menu, (ii) click the
Regional Reports Menu, (iii) select the Intakes by District and Disposition option from the
drop-down menu, and the CSU Intake — Reports screen will appear, select the (iv) Start Date
and (v) End Date from the calendar screens, (vi) select the Region Code from the drop-down
menu, (vii) click the Generate Report button, and the report will appear.
c. Intakes by Heading and Resolution Status
i.  The Intake Complaints By Heading And Resolution Status report lists the VCC Heading,
referred to court, detention orders, diverted, and other information. (i) Click the Reports menu,
(ii) click the Regional Reports Menu, (iii) select the Intakes by Heading and Resolution Status
option from the drop-down menu, and the CSU Intake — Reports screen will appear, select the
(iv) Start Date and (v) End Date from the calendar screens, (vi) select the Region Code from the
drop-down menu, (vii) click the Generate Report button, and the report will appear.
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2. District Reports Menu

a.

b.

C.

B CSUIntake
File Search Detention Data Repors] Help

Distri s B Intakes by Penalty Class and Disposition
FIPS Code Reports Menu » Intakes by Worker and Dis

School Notification Menu » Intakes by Heading a
Closed Intake Log
Open Intake Log
Incomplete Intakes Over 1 week old
by DOB, Last First Name

raining. Do not enter production data.

Intakes by Penalty Class and Disposition

The Intake Complaints By Penalty Class and Intake Disposition report lists the number of
intake complaints for each penalty class and intake disposition. (i) Click the Reports menu, (ii)
click the District Reports Menu, (iii) select the Intakes by Penalty Class and Disposition option
from the drop-down menu, and the CSU Intake — Reports screen will appear, select the (iv)
Start Date and (v) End Date from the calendar screens, (vi) select the District Code from the
drop-down menu, (vii) click the Generate Report button, and the report will appear.

Intakes by Worker and Disposition

The Intake Complaints By Worker and Intake Disposition report lists the worker name and the
number of intake complaints for each intake disposition. (i) Click the Reports menu, (ii) click the
District Reports Menu, (iii) select the Intakes by Worker and Disposition option from the drop-
down menu, and the CSU Intake — Reports screen will appear, select the (iv) Start Date and (v)
End Date from the calendar screens, (vi) select the District Code from the drop-down menu,
(vii) click the Generate Report button, and the report will appear.

Intakes by Heading and Resolution Status

The Intake Complaints By Heading And Resolution Status report lists the VCC Heading,
referred to court, detention orders, diverted, and other information. (i) Click the Reports menu,
(ii) click the District Reports Menu, (iii) select the Intakes by Heading and Resolution Status
option from the drop-down menu, and the CSU Intake — Reports screen will appear, select the
(iv) Start Date and (v) End Date from the calendar screens, (vi) select the District Code from the
drop-down menu, (vii) click the Generate Report button, and the report will appear.

3. FIPS Code Reports Menu

8. CSUIntake e =]
Fle Search Detention Data | Report

Regional Reports Menu

District Reports Menu
FIPS Code Reports Menu » Total Intake Complaints

School Notification Menu ¥ Intakes by Penalty Class and Disposition
Closed Intake Log

Open Intake Log Intakes by Heading and Resolution Status
Incomplete Intakes Over 1 week old
Possible Duplicate Juveriles by DOB, Last First Name

niles by Mother Maiden, DOB, Race, Sex

training. Do not enter production data.
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a.

b.

C.

d.

Total Intake Complaints

The Total Intakes Complaints report lists the intake date, VCC, offense description, total count,
attempts, and conspiracies information. (i) Click the Reports menu, (ii) click the FIPS Code
Reports Menu, (iii) select the Total Intake Complaints option from the drop-down menu, and
the CSU Intake — Reports screen will appear, (iv) select the Fips Code from the drop-down
menu, select the (v) Start Date and (vi) End Date from the calendar screens, (vii) click the
Generate Report button, and the report will appear.

Intakes by Penalty Class and Disposition

The Intake Complaints By Penalty Class and Intake Disposition report lists the number of
intake complaints for each penalty class and intake disposition. (i) Click the Reports menu, (ii)
click the FIPS Code Reports Menu, (iii) select the Penalty Class and Disposition option from the
drop-down menu, and the CSU Intake — Reports screen will appear, (iv) select the Fips Code
from the drop-down menu, select the (v) Start Date and (vi) End Date from the calendar
screens, (vii) click the Generate Report button, and the report will appear.

Intakes by Work and Disposition

The Intake Complaints By Worker and Intake Disposition report lists the worker name and the
number of intake complaints for each intake disposition. (i) Click the Reports menu, (ii) click the
FIPS Code Reports Menu, (iii) select the Intakes by Work and Disposition option from the
drop-down menu, and the CSU Intake — Reports screen will appear, (iv) select the Fips Code
from the drop-down menu, select the (v) Start Date and (vi) End Date from the calendar
screens, (vii) click the Generate Report button, and the report will appear.

Intakes by Heading and Resolution Status

The Intake Complaints By Heading And Resolution Status report lists the VCC Heading,
referred to court, detention order, diverted, and other information. (i) Click the Reports menu,
(ii) click the FIPS Code Reports Menu, (iii) select Intakes by Heading and Resolution Status
option from the drop-down menu, and the CSU Intake — Reports screen will appear, (iv) select
the Fips Code from the drop-down menu, select the (v) Start Date and (vi) End Date from the
calendar screens, (vii) click the Generate Report button, and the report will appear.

4. School Notification Menu

a.

Qutstanding School Notifications

0utstand|ng School Notifications

The Outstanding School Notification Letters report lists the intake officer, ICN, intake open
date, the juvenile’s name, and code section information. (i) Click the Reports menu, (ii) click the
School Notification Menu, (iii) select the Outstanding School Notification option from the
drop-down menu, and the CSU Intake — Reports screen will appear, (iv) select the Fips Code
from the drop-down menu, and the Worker will auto-populate. If you would like to change the
Worker, click the Change User button. If you would like to search for all the workers at the CSU,
check the All checkbox. (v) Click the Generate Report button and the report will appear.

& Refer to page 92 for instructions on how to use the Change User button.

Revised: 6/2017 98| Page



BADGE Manual

b. Print School Notification Letters

i The report lists the juvenile’s name, date of birth, address, name of the intake officer, FIPS
code, ICN, the charges, statue, and the petition date. (i) Click the Reports menu, (ii) click the
School Notification Menu, (iii) select the Print School Notification Letters option from the
drop-down menu, and the CSU Intake — Reports screen will appear, (iv) select the Fips Code
from the drop-down menu, and the Worker will auto-populate. If you would like to change the
Worker, click the Change User button. If you would like to search for all the workers at the CSU,
check the All checkbox. (v) Click the Generate Report button and the notification letters will
appear.

B Refer to page 92 for instructions on how to use the Change User button.

c. Re-Print School Notification Letters

i The report lists the juvenile’s name, date of birth, address, name of the intake officer, FIPS
code, ICN, the charges, statue, and the petition date. (i) Click the Reports menu, (ii) click the
School Notification Menu, (iii) select the Re-Print School Notification Letters option from the
drop-down menu, and the CSU Intake — Reports screen will appear, (iv) select the Fips Code
from the drop-down menu, (v) select the Date Printed from the calendar screen, and the
Worker will auto-populate. If you would like to change the Worker, click the Change User
button. If you would like to search for all the workers at the CSU, check the All checkbox. (vi)
Click the Generate Report button and the notification letters will appear.

& Refer to page 92 for instructions on how to use the Change User button.

5. Closed Intake Log

', CSUlntake sle =]
File Search Detention Data [Reports| Help

a. The Closed Intake Log report lists the worker name, intake number, name, Social Security Number,
birth date, race, genetic sex, closed date, offense code, intake disposition, and case type
information. (i) Click the Reports menu, (ii) select the Closed Intake Log option from the drop-down
menu, and the CSU Intake — Reports screen will appear, (iii) select the Fips Code, (iv) select the
Closed Date from the calendar screen, (v) click the Generate Report button, and the report will
appear.
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6. Open Intake Log

M@=

B, CUlntake [
File Search Detention Data Help

Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu
School Notification Menu
Closed Intake Log
Open ntake Log
Incomplete Intakes Over 1 week old
Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

You are logged into training. Do not enter production data.

a. The Open Intake Log report lists the worker name, intake number, juvenile/respondent name,
Social Security Number, birth date, race, genetic sex, opened date, offense code, intake disposition,
and case type information. (i) Click the Reports menu, (ii) select the Open Intake Log option from
the drop-down menu, and the CSU Intake — Reports screen will appear, (iii) select the Fips Code, (iv)
click the Generate Report button, and the report will appear.

7. Incomplete Intakes Over 1 week old

B CSUlntake
File Search Detention Data

Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu
School Notification Menu
Closed Intake Log
Open Intake Log
Incomplete Intakes Over 1 week old

Possible Duplicate Juveniles by DOB, Last First Name
Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

You are logged into training. Do not enter production data.

a. The Incomplete Intakes Over 1 week old report lists the case number, worker name, date opened,
and keyed by information. (i) Click the Reports menu, (ii) select the Incomplete Intakes Over 1
week old option from the drop-down menu, and the CSU Intake — Reports screen will appear, (iii)
select the Fips Code, (iv) click the Generate Report button, and the report will appear.
8. Possible Duplicate Juveniles by DOB, Last First Name

'8, CSUlntake = ® =]
File Search Detention Data | Help
Regional Reports Menu B
District Reports Menu B
FIPS Code Reports Menu B
B

School Notification Menu
Closed Intake Log
Open Intake Log

Incomplete Intakes Over 1 week old

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

You are logged into training. Do not enter production data.
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a.

The By Last Name, First Three Letters of First Name, Race, and Sex report lists the juvenile
number, birth date, name, race, genetic sex, processing locality, and worker name information. (i)
Click the Reports menu, (ii) select the Possible Duplicate Juveniles by DOB, Last First Name option
from the drop-down menu, and the CSU Intake — Reports screen will appear, (iii) select the District
Code, (iv) click the Generate Report button, and the report will appear.

9. Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex

B, CSUIntake
File Search Detention Data [Repods | Help
Regional Reports Menu

District Reports Menu
FIPS Code Reports Menu

School Notification Menu

Closed Intake Log

Open Intake Log

Incomplete Intakes Over 1 week old

Possible Duplicate Juveniles by DOB, Last First Name

Possible Dupicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

into training. Do not enter production data.

The By Mother’s Maiden Name, Race, Sex, and DOB report lists the juvenile number, birth date,
mother’s maiden name, name, race, genetic sex, processing locality, worker name, and date
entered information. (i) Click the Reports menu, (ii) select the Possible Duplicate Juveniles by
Mother Maiden, DOB, Race, Sex option from the drop-down menu, and the CSU Intake — Reports
screen will appear, (iii) select the District Code, (iv) click the Generate Report button, and the
report will appear.

10. VCC Offense Summary

a.

B, CSUlntake S
File Search Detention Data Help.

Regional Reports Menu
District Reports Menu
FIPS Code Reports Menu

School Notification Menu

Closed Intake Log

Open Intake Log

Incomplete Intakes Over 1 week oid

Possible Duplicate Juveniles by DOB, Last First Name

Possible Duplicate Juveniles by Mother Maiden, DOB, Race, Sex
VCC Offense Summary

d into training. Do not enter production data.

The VCC Offense Summary report lists the district, FIPS, VCC, description, delinquent count,
domestic count, and adult criminal count information. (i) Click the Reports menu, (ii) select the VCC
Offense Summary option from the drop-down menu, and the Intake Report Parameters screen will
appear, select the (iii) CSU and (iv) FIPS from the drop-down menus, select the (v) Begin Date and
(vi) End Date from the calendar screens, (vii) select the Sort by option from the drop-down menu,
(viii) click the Generate Report button, and the report will appear.
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